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Chapter 1

OVERVIEW OF THE PROGRAM AND PLAN

INTRODUCTION

This chapter contains information about the Housing Authority of the City and County of San
Francisco (SFBfA) and its programs with emphasis on the public housing program. It also
contains information about the purpose, intent and use of the Admission and Continued

Occupancy Policy (ACOP) and guide.

Part I: The San Francisco Housing Authority (SEHAis part includes a description
of the SFHA, its jurisdiction, its programs, and its naesand intent.

Part 1l: The Public Housing Progranirhis part contains information about the public
housing program operation, roles and responsibilities, and partnerships.

Part 1ll: The Admissions and Continued Occupancy Policy (ACOmR)s part disgsses
the purpose and organization of the ACOP and its revision schedule. The instructions
also contain guidance for each chapter and how to use the document within the agency.
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PART I: THE SFHA

1-I.A. OVERVIEW

Thi s part descri bes authoazatidhF tHeA geseral cstruetare ofote an d
organization, and the relationship between the SFHA Board and staff.

1-1.B. ORGANIZATION AND STRUCTURE OF THE SFHA

Public housing is funded by the federal government and administered by the San Francisco
Housng Authority (SFHA) for the jurisdiction of the City and County of San Francisco,
California.

Byt he Housing Authority of the City and Count
hereinafter referred to as the nAnBoar do.

Commissioners of the SFHA aappointed by the Office of the Mayor of the City and County of

San Francisco. The Board establishes policies under which the SFHA conducts business, and
ensures that those policies are followed by SFHA staff. The Board is responsible for preserving
andepanding the SFHAG6s resources and assuring t

Formal actions of the SFHA are taken through written resolutions, adopted by the Board and
entered into the official records of the SFHA.

SFHA is the Executive Director (ED), who is selected and hired by the board. The ED oversees

the day to day operations of the SFHA and is directly responsible for carrying out the policies
established by the Board. ThendEBMpedwi isesngi nit
staff, as well as budgeting and financial planning for the SFHA. Additionally, the ED is charged

with ensuring compliance with federal and state laws, and program mandates.
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1-1.C. SFHA MISSION

The purpose of a mission staterhento communicate the purpose of the agency to people inside
and outside of the agency. It provides the basis for strategy development, identification of critical
success factors, resource allocation decisions, as well as ensuring client and stakeholder
satisfaction.

SFHA Policy

The mission of the SFHA is to deliver safe and decent housing for low income
households and integrate economic opportunities for residents.

1-.D. THESFHA6 S COMMI TMENT TO ETHI CS AND SERVI CE

As a public service agency, the SFiBAcommitted to providing excellent service to all public
housing applicants, residents, and the public. In order to provide superior service, the SFHA
resolves to:

1 Administer applicable federal and state laws and regulations to achieve high ratings in
conpliance measurement indicators while maintaining efficiency in program operation to
ensure fair and consistent treatment of clients served.

1 Provide decent, safe, and sanitary housing in good répaircompliance with program
uniform physical condition ahdardg for very low and lowincome families.

1 Achieve a healthy mix of incomes in its public housing developments by attracting and
retaining higher income families and by working toward deconcentration of poverty goals.

1 Encourage sel$ufficiency of paticipant families and assist in the expansion of family
opportunities which address educational, s@gonomic, recreational and other human
servicebs needs.

1 Promote fair housing and the opportunity for very4@nd lowincome families of all races,
ethnicities, national origins, religions, ethnic backgrounds, and with all types of disabilities,
to participate in the public housing program and its services.

1 Create positive public awareness and expand the level of family and community support in
accompliski ng the SFHAOGS mission.

1 Attain and maintain a high level of standards and professionalism itodky management
of all program components.

1 Administer an efficient, higiperforming agency through continuous improvement of the
SFHAGs s up p ocommisngnstd aumemployeesiand their development.

The SFHA will make every effort to keep residents informed of program rules and regulations,
and to advise participants of how the program rules affect them.
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PART II: THE PUBLIC HOUSING PROGRAM

1-IlLA. OVERVIEW AND HISTORY OF THE PROGRAM

The intent of this section is to provide the public and staff an overview of the history and
operation of public housing.

The United States Housing Act of 1937 (the AA
program initiatives, known as public housing. The Act was intended to provide financial
assistance to states and cities for public works projects, slum clearance and the development of
affordable housing for lovincome residents. There have been manyngbs to the program

since its inception in 1937.

The Housing Act of 1965 established the availability of federal assistance, administered through
local public agencies, to provide rehabilitation grants for home repairs and rehabilitation. This
act also aeated the federal Department of Housing and Urban Development (HUD).

The Housing Act of 1969 created an operating subsidy for the public housing program for the
first time. Until that time, public housing was a s&listaining program.

In 1998, the QualityHousing and Work Responsibility Act (QHWRA) also known as the
Public Housing Reform Act or Housing Act of 1988vas signed into law. Its purpose was to
provide more private sector management guidelines to the public housing program and provide
residemms with greater choices. It also allowed PHAs more remedies to replace or revitalize
severely distressed public housing developments. Highlights of the Reform Act include: the
establishment of flat rents; the requirement for PHAs to developy@ae and anual plans;
income targeting, a requirement that 40% of all new admissions in public housing during any
given fiscal year be reserved for extremely dmwome families; and resident ssaiifficiency
incentives.
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1-11.B. PUBLIC HOUSING PROGRAM BASICS

HUD writes and publishes regulations in order to implement public housing laws enacted by
Congress. HUD contracts with the SFHA to administer programs in accordance with HUD
regulations and provides an operating subsidy to the SFHA. The SFHA must create written
policies t hat are consistent wi t h HUD regul
Admissions and Continued Occupancy Policy (ACOP). The ACOP must be approved by the
Board.

The job of the SFHA pursuant to HUD regulations is to provide decent, safesaartdry
housing, in good repair, to Ieimcome families at an affordable rent. The SFHA screens
applicants for public housing and, if they are determined to be eligible for the program the SFHA
makes an offer of a housing unit. If the applicant accéqgoffer, the SFHA and the applicant

will enter into a written lease agreement. At this point, the applicant becomes a tenant in the
public housing program.

In the context of the public housing program, a tenant is defined as the adult person(s) (other
than a livein aide who (1) executed the lease with the SFHA as lessee of the dwelling unit, or, if
no such person now resides in the unit, (2) who resides in the unit, and who is the remaining
head of household of the tenant family residing in the dwellinid. [24 CFR 966.53]. The

Public Housing Occupancy Guidebook refers to
Aresidento are wused interchangeably in this
Afamilyo or Af amiplicanessdéperfdiogroncoexti dent s or ap

Since the SFHA owns the public housing development, the SFHA is the landlord. The SFHA
must comply with all of the legal and management responsibilities of a landlord in addition to
administering the program in accordancéwiUD regulations and SFHA policy.

1-11.C. PUBLIC HOUSING PARTNERSHIPS

To administer the public housing program, the SFHA must enter into an Annual Contributions
Contract (ACC) with HUD. The SFHA also enters into a contractual relationship with thé tenan
through the public housing lease. These contracts define and describe the roles and
responsibilities of each party.

In addition to the ACC, the SFHA and family must also comply with federal regulations and
other HUD publications and directives. For firegram to work and be successful, all parties
involvedi HUD, the SFHA, and the tenahplay an important role.

The chart on the following page illustrates key aspects of these relationships.
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The Public Housing Relationships

Congress
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Provides I'unding
To PHA

Program Regulafions and ACC
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What does HUD do?

Federal law is the source of HUD responsibilities. HUD has the following major
responsibilities:

1 Develop regulations requirements, handbooks, notices and other guidance to implement
housing legislation passed by Congress

Allocate operating subsidies tioet SFHA
Allocate capital funding to the SFHA
Provide technical assistance to the SFHA on interpreting and applying program requirements

= =4 4 A

Monitor SFHA compliance with program requirements and SFHA performance in program
administration.

What does the SFHA do?

The SFHAOGs responsibilities originate in fede
manages public housing developments, administers the program under contract with HUD and
has the following major responsibilities:

1 Ensure compliance with all nediscrimination, equal opportunity, and fair housing laws, and
ensure that the program is accessible to persons with disabilities

Establish local policies and procedures for operating the program

=

Accept applications from interested applicant families anttrdene whether they are
income eligible for the program

Maintain waiting list and select families for admission
Screen applicant families for suitability as renters
Maintain housing units by making any necessary repairs in a timely manner

Make unit offerdo families (minimize vacancies without overcrowding)

= =4 4 A -

Maintain properties to the standard of decent, safe, sanitary, and in good repair (including
assuring compliance with uniform physical conditions standards)

=

Make sure the SFHA has adequate financsbueces to maintain its housing stock

Perform regular reexaminations of family income and composition in accordance with HUD
requirements

Collect rent due from the assisted family and comply with and enforce provisions of the lease
Ensure that families coply with program rules

Provide families with prompt and professional service
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1 Comply with HUD regulations and requirements, the Annual Contributions Contract; HUD
approved applications for funding, the SFHAG®G
local laws.
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What does the tenant do?

The tenantds responsibilities are articulate
following broad responsibilities:

1 Comply with the terms of the lease and SFHA house rules, as applicable

1 Provide the SFHA witlcomplete and accurate information, determined by the SFHA to be
necessary for administration of the program

Cooperate in attending all appointments scheduled by the SFHA
Allow the SFHA to inspect the unit at reasonable times and after reasonable notice

Take responsibility for care of the housing unit, including any violations of uniform physical
condition standards caused by the family

Not engage in drugelated or violent criminal activity
Notify the SFHA before moving or termination of the lease

Use theassisted unit only for residence and as the sole residence of the family. Not sublet the
unit or assign the lease

Promptly notify the SFHA of any changes in family composition

1 Not commit fraud, bribery, or any other corrupt or criminal act in connectidh any
housing programs.

1 Take care of the housing unit and report maintenance problems to the SFHA promptly

f all parties fulfill their obligations in a professional and timely manner, the program
responsibilities will be fulfilled in an effective manner.
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1-11.D. APPLICABLE REGULATIONS

Applicable regulations include:

=4 =4 4 A4 A4 -4 A5 -2 -

24 CFR Part 5: General Program Requirements

24 CFR Part 8: Nondiscrimination

24 CFR Part 35: LeadBased Paint

24 CFR Part 902Public Housing Assessment System

24 CFR Part 903PublicHousing Agency Plans

24 CFR Part 945Designated Housing

24 CFR Part 960Admission and Occupancy Policies

24 CFR Part 965SFHA-Owned or Leased Projedtsseneral Provisions
24 CFR Part 966Lease and Grievance Procedures
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PART Ill: THE ADMISSIONS AND CONTINUED OCCUPANCY POLICIES
1-lllLA. OVERVIEW AND PURPOSE OF THE POLICY

The ACOP is the SFHAG6s written statement of p
accordance with federal law and regulations, and HUD requirements. The ACOP is rbyguired

HUD and it must be available for public review [CFR 24 Part 903]. The ACOP also contains
policies that support the objectives containe

All issues related to public housing not addressed in this ACOP are governed by federal
regulations, HUD handbooks and guidebooks, notices and applicable state and local laws. The
policies in this ACOP have been designed to ensure compliance with the consolidated ACC and
all HUD-approved applications for program funding. The SFHA is resplengor complying

with all changes in HUD regulations pertaining to public housing. If such changes conflict with
this plan, HUD regulations will have precedence.

1-111.B. CONTENTS OF THE POLICY

Unlike the housing choice voucher program, HUD regulationg@blic housing do not contain

a list of what must be included in the ACOP. However, individual regulations contain
requirements of inclusion in tha&aCCFPEWVsbosld wr i tt
cover SFHA policies on these subjects:

1 The oganization of the waiting list and how families are selected and offered available units,
including any SFHA admission preferences, procedures for removing applicant names from
the waiting list, and procedures for closing and reopening the SFHA walitir{Gtiapters 4
and 5)

1 Transfer policies and the circumstances under which a transfer would take precedence over
an admission (Chapter 12)

1 Standards for determining eligibility, suitability for tenancy, and the size and type of the unit
needed (Chapters 3@&b)

9 Procedures for verifying the information the family has provided (Chapter 7)

The method for achieving deconcentration of poverty and ingomimg of public housing
developments (Chapter 4)

Grievance procedures (Chapter 14)

1 Policies concerning paymeby a family to the SFHA of amounts the family owes the SFHA
(Chapter 15 and 16)

Interim redeterminations of family income and composition (Chapter 9)
Policies regarding community service requirements; (Chapter 11)
Polices and rules about safety and ownigrsf pets in public housing (Chapter 10).
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New Approach to Policy Development

HUD has developed an amach to monitoring SFHAs that emphasizes the importance of
consistency in operation and decisimaking. The ACOP supports that goal by clearly setting
forth the SFHAOGs operating policies.

A primary focus of HUDGO6s Rent al I ntegrity Mon
how SFHAs conduct their business and in how HUD monitors SFHA activities. Referring to and
following the ACOP is essential toaimtaining consistency in applying SFHA policy.

HUD makes a distinction between mandatory policies anenmamdatory policies:

1 Mandatory policiesthose driverby legislation, regulations, current handbooks, current PIH
notices, and legal opinions frometlffice of General Counsel

1 Optional, norbinding guidanceinclude guidebooks, FAQs, PIH notices that have expired
and recommendations from individual HUD staff.

HUD expects SFHAs to develop policies and procedures that are consistent with mandatory
policies and to make clear the optional policies the SFHA has adopted. The ACOP is comprised

of mandatory policies and optional SFHA policd UDG6 s new d isizesdotthe aeed e mp h «
for a clearly written and comprehensive ACOP to guide staff in the clear and consistent
application of policy.

HUD suggestions, recommendations, written issuances, and guidance are consistent with
mandatory federal policy. Therefore, ngiHUD guidance in the preparation of SFHA policy,

even though it is not mandatory, provides the
own optional policy, it must make its own determination that such paigonsistent with
legislation, reglations, and other mandatory requirements. There may be very good reasons for
adopting a policy or procedure that is different than that suggested by HUD, but the SFHA
should carefully think through those decisions and be able to articulate how theyr igolic
consistent with federal laws, regulations and mandatory policy.

When HUD permits or requires the SFHA to establish policies not clearly defined by legislation,
regulations, handbooks, notices and/or legal opinions these policies are identifiedAG s
by the heading ASFHA Policyo.

1-11l.C. UPDATING AND REVISING THE POLICY

The SFHA will revise this ACOP as needed to comply with changes in HUD regulations. The
original policy and any changes must be approved by the Board of the SFHA, the pertinent
sections included in the Agency Plan, and a copy provided to HUD.

SFHA Policy

The SFHA will review and update the ACOP as needed to reflect changes in regulations,
SFHA operations, or when needed to ensure staff consistency in operation.
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1-111.D. HOPE \pplicability

The HOPE VI Program was developed as a result of recommendations by National Commission on
Severely Distressed Public Housing, which was charged with proposing a National Action Plan to
eradicate severely distressed public housing.

San Franci sco was selected as a HOPE VI Program recipient and rebuilt the following public housing
developments:

Bernal Heights

Hayes Valley North and South
North Beach

Plaza East

Valencia Garden

= =4 =4 4 A

Units that remained Public Housing/ACC units must adhere to this Admissions and Continued Occupancy
Policy in accordance with their agreement and obligation to the HOPE VI progranmoctiuarence

arises where noncompliance to this ACOP occurs, the duty is on the owner/property manager to provide
the reason for norcompliancej.e. exemption. Where there is a conflict inligg between an

agreement and this policy, the more restrictivelipg prevails.
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Chapter 2
FAIR HOUSING AND EQUAL OPPORTUNITY

INTRODUCTION

This chapter explains the laws and HUD regulations requiring the SFHA to affirmatively further

civil rights and fair housing in all federalssisted housing programs. The letter and spirit of

these laws are implemented through consistent policy and canese The responsibility to
further nondiscrimination pertains to al/l ar e

This chapter describes HUD regulations and SFHA policies related to these topics in three parts:

Part I: NondiscriminationThis part preents the body of laws and regulations governing
the responsibilities of the SFHA regarding nondiscrimination.

Part 1I: Policies Related to Persons with Disabiliti€his part discusses the rules and
policies of the SFHA related to reasonable accommaddtiopersons with disabilities.
These rules and policies are based on the Fair Housing Act (42.U.S.C.) and Section 504
of the Rehabilitation Act of 1973, and incorporate guidance from the Joint Statement of
The Department of Housing and Urban Developmeamd the Department of Justice
(DQOJ), issued May 17, 2004.

Part Ill: Prohibition of Discrimination against Limited English Proficiency Persohs

part details the obligations of the SFHA to ensure meaningful access to the public
housing program and itctvities by persons with Limited English proficiency (LEP).
This part incorporates the Final Guidance to Federal Financial Assistance Recipients
Regarding Title VI Prohibition against National Origin Discrimination Affecting Limited
English Proficient Paions published January 22, 2007, inFlederal Register.
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PART I: NONDISCRIMINATION

2-1.A. OVERVIEW

Federal laws require the SFHA to treat all applicants and tenant families equally, providing the
same quality of service, regardless of family characteristics and background. Federal law
prohibits discrimination in housing on the basis of race, cologioelj sex, national origin, age,
familial status, and disabilityn addition, HUD regulations provide for additional protections
regarding sexual orientation, gender identity, and marital status SFHA will comply fully

with all federal, state, and latnondiscrimination laws, and with rules and regulations governing
fair housing and equal opportunity in housing and employment, including:

1 Title VI of the Civil Rights Act of 1964

1 Title VIII of the Civil Rights Act of 1968 (as amended by the Communitydd@pment Act
of 1974 and the Fair Housing Amendments Act of 1988)

Executive Order 11063
Section 504 of the Rehabilitation Act of 1973
The Age Discrimination Act of 1975

Title 1l of the Americans with Disabilities Act (to the extent that it applies, atiser Section
504 and the Fair Housing Amendments govern)

Violence Against Women Reauthorization Act of 2013 (VAWA)

The Equal Access to Housing in HUD Programs Regardless of Sexual Orientation or Gender
Identity Final Rule, published in tHeederal RegisteFebruary 3, 2012

= =2 =4 =2

1 Any applicable state laws or local ordinances and any legislation protecting individual rights
of tenants, applicants, or staff that may subsequently be ensdieth more than one civil
rights law applies to a situation, the laws willread and applied together
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2-1.B. NONDISCRIMINATION

Federal regulations prohibit discrimination against certain protected classes and other groups of
people. State and local requirements, as well as SFHA policies, can prohibit discrimination
againstadditional classes of people.

The SFHA shall not discriminate because of ancestry, source of income, race, color, sex,
religion, national or ethnic origin, familial status or disability to be excluded from participation
in, be denied the benefits of, or le¢herwise subjected to discrimination under the SFHA

housing programs (called fAprotected classeso)
18 living with parents or legal custodians, pregnant women, and people securing custody of
childrenuné r t he age of 18. The SFHA will not di

status as a victim of domestic violence, dating violence, sexual assault or stalking.

The SFHA will not discriminate on the basis of marital status, gender identity, orl sexua
orientation. [FR Notice 02/03/12].

SFHA Policy
The SFHA will not use any of these factors to:

1

Deny to any family the opportunity to apply for housing, nor deny to any qualified
applicant the opportunity to participate in the public housing program

Provide housing that is different from that provided to others
Subject anyone to segregation or disparate treatment

Restrict anyone's access to any benefit enjoyed by others in connection with the
housing program

Treat a person differently in determining eligty or other requirements for
admission

Steer an applicant or tenant towamdaway from a particular area based on any of
these factors

Deny anyone access to the same level of services

Deny anyone the opportunity to participate in a planning or advisory group that is an
integral part of the housing program

Discriminate in the provision of residential real estate transactions

Discriminate against someone because they are related tssociaed with a
member of a protected class

Publish or cause to be published an advertisement or notice indicating the availability
of housing that prefers or excludes persons who are members of a protected class
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Providing Information to Families

The SFHA must take steps to ensure that families are fully aware of all applicable civil rights
laws. As part of the public housing orientation process, the SFHA will provide information to
public housing applicant families about civil rights requirements.

Discrimination Complaints

If an applicant or tenant family believes that any family member has been discriminated against

by the SFHA the family shouldadvise the SFHA.HUD requiresthe SFHA to make every
reasonable attempt to determine whetherthé apg ant 6 s or tenant famil y:q
and take any warranted corrective action.

SFHA Policy

Applicants or tenant families who believe that they have been subject to unlawful
discrimination must notify the SFHA either orally or in writing. TBiEHA will post the
Depart ment of Housing and Urban Devel opme
link in all of the SFHA public buildings. The link to the HUD discrimination complaint
website will also be included in all SFHA briefing packets.

The SFHA will attempt to remedy discrimination complaints made against the SFHA.
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PART II: POLICIES RELATED TO PERSONS WITH DISABILITIES

2-11LA. OVERVIEW

One type of disability discrimination prohibited by the Fair Housing Act is the refusal to make
reasonableaccommodation in rules, policies, practices, or services when such accommodation
may be necessary to afford a person with a disability the equal opportunity to use and enjoy a
program or dwelling under the program.

The SFHA must ensure that persons withsda bi | i ti es have full acces
and servicesThis responsibility begins with the first inquiry of an interested family and
continues through every programmatic area of the public housing program [24 CFR 8].

The SFHA must provide a nog to each tenant that the tenant may, at any time during the
tenancy, request reasonable accommodation of a handicap of a household member, including
reasonable accommodation so that the tenant can meet lease requirements or other requirements
of tenancy24 CFR 966.7(b)].

SFHA Policy

The SFHA will ask all applicants and resident families if they require any type of
accommodations, in writing, on the intake application, reexamination documents, and
notices of adverse action by the SFHA, by includingfétiewing language:

Alf you or anyone in your family is a |
specific accommodation in order to fully utilize our programs and services, please
contact the housing authority.o

A specific contact will be provided fo requests for accommodation for persons with
disabilities.
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2-11.B. DEFINITION OF REASONABLE ACCOMMODATION

A Areasonable accommodationo is a change, e X
service that may be necessary for a person with ailiigab have an equal opportunity to use

and enjoy a dwelling, including public and common use spaces. Since policies and services may
have a different effect on persons with disabilities than on other persons, treating persons with
disabilities exactlylte same as others will sometimes deny them an equal opportunity to use and
enjoy a dwelling. [Joint Statement of the Departments of HUD and Justice: Reasonable
Accommodations under the Fair Housing Act]

Federal regulations stipulate that requests for aotoations will be considered reasonable if

they do not create an "undue financial and administrative burden" for the SFHA, or result in a
Afundament al alterationo in the nature of t
alteration is a modificatiorhntat al t ers the essenti al nature of

Types of Reasonable Accommodations

When it is reasonable (see definition above and Sectib&E)l the SFHA shall accommodate
the needs of a person with disabilities. Examples include but alienrted to:

1 Permitting applications and reexaminations to be completed by mail
T Providi-pgi At ar fer ms

1 Conducting home visits
1

Permitting a higher utility allowance for the unit if a person with disabilities requires the use
of specialized equipmentlated to the disability

1 Modifying or altering a unit or physical system if such a modification or alteration is
necessary to provide equal access to a person with a disability

1 Installing a ramp into a dwelling or building

1 Installing grab bars in a battom

1 Installing visual fire alarms for hearing impaired persons

1 Allowing a SFHAapproved livein aide to reside in the unit if that person is determined to

be essential to the care of a person with disabilities, is not obligated for the support of the
persm with disabilities, and would not be otherwise living in the unit.

Providing a designated handicapgmxtessible parking space
Allowing an assistance animal

Permitting an authorized designee or advocate to participate in the application or
certificationprocess and any other meetings with SFHA staff

91 Displaying posters and other housing information in locations throughout the SFHA's office
in such a manner as to be easily readable from a wheelchair
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2-11.C. REQUEST FOR AN ACCOMMODATION

If an applicant or participant indicates that an exception, change, or adjustment to a rule, policy,
practice, or service is needed because of a disability, HUD requires that the SFHA treat the
information as a request for a reasonable accommodation,ifemenformal request is made

[Joint Statement of the Departments of HUD and Justice: Reasonable Accommodations under
the Fair Housing Act]

The family must explain what type of accommodation is need@dotdde the person with the
disability fullaccess o t he SFHAG6s programs and services.

If the need for the accommodation is not readily apparent or known to the SFHA, the family
must explain the relationship between the requested accommodation and the disability.

SFHA Policy

The family should make its request in writing usindhe SFHA reasonable
accommodation request form. However, the SFHA will consider the accommodation any
time the family indicates that an accommodation is needed whether or not a formal
written request is submitted.

44
San Francisco Housing Authority
Admissions and Cdimued Occupancy Policy
2016



2-11. D. VERIFICATION OF DISABILITY

The regulatory civil rights definition for persons with disabilities is provided in ExhibiaRthe

end of this chaptefThe definition of a person with a disability for the purpose of obtaining a
reasonable accommodatiamuch broader than the HUD definition of disability which is used
for waiting list preferences and income allowances.

Before providing an accommodation, the SFHA must determine that the person meets the
definition of a person with a disability, and tithe accommodatiowill e nhance t he f ar
access to the SFHAOGs programs and services.

| f a personbébs disability is obvious or other
requested accommodation is also readily apparent or known, no furthecatiemnt will be

required [Joint Statement of the Departments of HUD and Justice: Reasonable Accommodations
under the Fair Housing Act].

If a family indicates that an accommodation is required for a disability that is not obvious or
otherwise known to theFHA, the SFHA must verifthat the person meets the definition of a
person with a disability, and that the limitations imposed by the disability require the requested
accommodation.

When verifying a disability, the SFHA will follow the verification pobsi provided in Chapter

7. Al | information related to a persondos di
confidentiality policies provided in Chapter 16 (Program Administration). In addition to the
general requirements that govern all verificatgforts, the following requirements apply when
verifying a disability:

1 Third-party verification must be obtained from an individual identified by the family
who is competent to make the determination. A doctor or other medical professional,
a peer support group, a namedical service agency, or a reliable third party whais i
a position to know about the individual¢
disability [Joint Statement of the Departments of HUD and Justice: Reasonable
Accommodations under the Fair Housing Act]

1 The SFHA must request only information that isessary to evaluate the disabdity
related need for the accommodation. The SFHA may not inquire about the nature or
extent of any disability

1 Medical records will not be accepted or retained in the participant file

SFHA Policy

Disability is defined asny physical or mental impairment that limits one or more of their
major life activities.

The Authority must obtain verification of a Request for Reasonable Accommodation
from a knowledgeable professional identified by the family. If verification canaot b
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obtained by the knowledgeable professional within thirty (30) calendar days, the family
must followup with the knowledgeable professional. Third party verification may be sent
via US Postal Service, fax, email, and when all other means fail by a tetcpghd
initiated by the Authority.

For continued consideration, the family may be required to submit a new Reasonable
Accommodation Request if the information is not in the tenant file or as otherwise
needed to document compliance with HUD verificatiguirements and will be
evaluated in accordance with the policies and regulations in effect at the time of request.
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2-1.E. APPROVAL/DENIAL OF A REQUESTED ACCOMMODATION

[Joint Statement of the Departments of HUD and Justice: Reasonable Accommodiatiens
the Fair Housing Act]

The SFHA must approve a request for an accommodation if the following three conditions are
met:

The request was made by or on behalf of a person with a disability.
There is a disabilityelated need for the accommodation.

The requested accommodation is reasonable, meaning it would not impose an undue
financial and administrative burden on the SFHA, or fundamentally alter the nature of the
SFHAG6s operations.

Requests for accommodations must be assessedcasdy-case basis. hdetermination of

undue financial and administrative burden must be made on aygasse basis involving
various factors, such as the cost of the requested accommodation, the financial resources of the
SFHA at the time of the request, the benefits that accommodation would provide to the
family, and the availability of alternative accommodations that would effectively meet the
fami |l yosrelatedpeads.i | i ty

Before making a determination whether ppeove the request, the SFHAagparticipate inthe
interactive process with the family.

SFHA Policy

After a request for an accommodation is presented, the SFHA will respond, in writing,
within a reasonable time. A reasonable time for an SFHA response is generally 30
calendar days festom the familyds requ

If the SFHA denies a request for an accommodation because there is no relationship, or
nexus, found between the disability and the requested accommodh&o8FHA will
engage the family in the interactive process.

If the SFHA denies a request for an accommodation because it is not reasonadéd(it

impose an undue financial and administrative burden or fundamentally alter the nature of

t he SFHAOGSs, the BFHA witl discusswith the family whether an altdive
accommodation could eff ect irelated needawitdouteas s t h
fundamental alteration to the HCV program and without imposing an undue financial and
administrative burden.

If the SFHA believes that there is no reasonablermdtive to the reasonable
accommodation request, the SFHA will notify the family, in writing, of its determination.

The notice wild.| inform the family of the r
hearing process (see Chapter 14).
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2-1I.LF. PROGRAM ACCESSIBILITY FOR PERSONS WITH HEARING OR VISION
IMPAIRMENTS

HUD regulations require the SFHA to take reasonable steps to ensure that persons with
disabilities related to hearing and vision have reasonable access to the SFHA's programs and
serviced24 CFR 8.6]

At the initial point of contact with each applicant, the SFHA shall inform all applicants of
alternative forms of communication that can be used other than plain language paperwork.

SFHA Policy

To meet the needs of persons witkaring impairments, TTD/TTY (text telephone
display / teletype) communication will be available.

To meet the needs of persons with vision impairments, -latigé versions of key
program documents will be made available upon reqifésen visual aids arased in
public meetings or presentations, or in meetings with SFHA staffppiome assistance
will be provided upon request.

Additional examples of alternative forms of communication are sign language
interpretation; having material explained orally &aff; or having a third party adult
representativéa friend, relative or advocate, named by the applicant) to receive, interpret
and explain housing materials and be present at all meetings.
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2-11.G. PHYSICAL ACCESSIBILITY

The SFHA must comply with aaviety of regulations pertaining to physical accessibility,
including the following.

1 Notice PIH 200613

1 Section 504 of the Rehabilitation Act of 1973
1 The Americans with Disabilities Act of 1990
1 The Architectural Barriers Act of 1968

1 The Fair HousingAct of 1988

The SFHAOs policies concerning physical acces
and resident families. They can be found in three key documents.

1 This policy, the Admissions and Continued Occupancy Policy, describes the keyspbiatie
govern the SFHAG6s responsibilities with rega

1 Notice PIH 200613 summarizes information about pertinent laws and implementing
regulations related to nesfiscrimination andaccessibility in federallyfunded housing
programs

1 The SFHA Plan provides information about salluation, needs assessment, and transition
plans

The design, construction, or alteration of SFHA facilities must conform to the Uniform Federal
Accessibility Standards (UFAS). Newtpnstructed facilities ost be designed to be readily
accessible to and usable by persons with disabilities. Alterations to existing facilities must be
accessible to the maximum extent feasible, defined as not imposing an undue financial and
administrative burden on the operatsoof the public housing program.
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2-11.H. DENIAL OR TERMINATION OF ASSISTANCE

An SFHA decision to deny or terminate the assistance of a family that includes a person with
disabilities is subject to consideration of reasonable accommodation [24 CFR 966.7]

When applicants with disabilities are denied assistance, the notice of denial must inform them of
their right to request an informal hearing [24 CFR 960.208(a)].

When a familyds | ease iIis terminated, tehe not.i
right t o request a hearing i n accordance Wwi
Terminationso, Chapter 13 of this ACOP.[ 24 CF

When reviewing reasonable accommodation requests, the SFHA must consider whether a
reasonable accommodat will allow the family to overcome the problem that led to the
SFHAG6s decision to deny or terminate assistan
family to meet the requirements, the SFHA must make the accommodation [24 CFR 966.7].

In addition, the SFHA must provide reasonable accommodations for persons with disabilities to
participate in the hearing process [24 CFR 966.56(h)].
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PART 1ll: IMPROVING ACCESS TO SERVICES FOR PERSONS WITH
LIMITED ENGLISH PROFICIENCY (LEP)

2-11ILA. OVERVIEW

Language for Limited English Proficiency Persons (LEP) can be a barrier to accessing important
benefits or services, understanding and exercising important rights, complying with applicable
responsibilities, or understanding other information providechbypublic housing program. In
certain circumstances, failure to ensure that LEP persons can effectively participate in or benefit
from federallyassisted programs and activities may violate the prohibition under Title VI against
discrimination on the basisf national origin. This part incorporates the Final Guidance to
Federal Assistance Recipients Regarding Title VI Prohibition against National Origin
Discrimination Affecting Limited English Proficient Persons, published January 22, 2007, in the
Federal Register.

The SFHA will take affirmative steps to communicate with people who need services or
information in a language other than English. These persons will be referred to as Persons with
Limited English Proficiency (LEP).

LEP persons are defined parsons who do not speak English as their primary language and who
have a limited ability to read, write, speak or understand English. For the purposes of this
Admissions and Continued Occupancy Policy, LEP persons are public housing applicants and
residen families, and parents and family members of applicants and resident families.

In order to determine the level of access needed by LEP persons, the SFHA will balance the
following four factors: (1) the number or proportion of LEP persons eligible to hvedser

likely to be encountered by the public housing program; (2) the frequency with which LEP
persons come into contact with the program; (3) the nature and importance of the program,
activity, or service provi dejthebbegources availpbtedog r a m
the SFHA and costs. Balancing these four factors will ensure meaningful access by LEP persons
to critical services while not imposing undue burdens on the SFHA.

The SFHA6s LEP Plan is included as Appendi x A
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EXHIBIT 2-1: DEFINITION OF A PERSON WITH A DISABILITY UNDER FEDERAL
CIVIL RIGHTS LAWS [24 CFR Parts 8.3 and 100.201]

A person with a disability, as defined under federal civil rights laws, is any person who:

1 Has a physical or mental impairment that substtytianits one or more of the major life
activities of an individual, or

1 Has arecord of such impairment, or
1 Is regarded as having such impairment
The phrase fiphysical or ment al i mpairment o in

1 Any physiological disorder or condition, cosmetic osfdjurement, or anatomical loss
affecting one or more of the following body systems: neurological; musculoskeletal; special
sense organs; respiratory, including speech organs; cardiovascular; reproductive; digestive;
genitaurinary; hemic and lymphatic; sk and endocrine; or

1 Any mental or psychological disorder, such as mental retardation, organic brain syndrome,
emotional or ment al il Il ness, and specific |
i mpairment o incl udes, dideases andsonditions aslorthopedice d t
visual, speech and hearing impairments, cerebral palsy, autism, epilepsy, muscular
dystrophy, multiple sclerosis, cancer, heart disease, diabetes, mental retardation, emotional
illness, drug addiction and alcoholism.

AMaj or | ife activitieso includes, but is not
walking, seeing, hearing, breathing, learning, and/or working.

AHas a record of such i mpairmento meangsa has a
mental or physical impairment that substantially limits one or more major live activities.

Als regarded as having an impairmento is defi
does not substantially limit one or more major life activibasis treated by a public entity (such

as the SFHA) as constituting such a limitation; has none of the impairments defined in this
section but is treated by a public entity as having such an impairment; or has a physical or mental
impairment that substaatly limits one or more major life activities, only as a result of the
attitudes of others toward that impairment.
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The definition of a person with disabilities does not include:
1 Currentillegal drug users
1 People whose alcohol use interferes with thbts@f others

1 Persons who objectively pose a direct threat or substantial risk of harm to others that cannot
be controlled with a reasonable accommodation under the public housing program

The above definition of disability determines whether an applicapadicipant is entitled to

any of the protections of federal disability civil rights laws. Thus, a person who does not meet
this definition of disability is not entitled to a reasonable accommodation under federal civil
rights and fair housing laws anegulations.

The HUD definition of a person with a disability is much narrower than the civil rights definition
of disability. The HUD definition of a person with a disability is used for purposes of receiving
the disabled family preference, the $400 diddisabled household deduction, the allowance for
medical expenses, or the allowance for disability assistance expenses.

The definition of a person with a disability for purposes of granting a reasonable accommodation
request is much broader than the HU&inition of disability. Many people will not qualify as a
disabled person under the public housing program, yet an accommodation is needed to provide
equal opportunity.
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Chapter 3
ELIGIBILITY

INTRODUCTION

The SFHA is responsible for ensuring that every individual and family admitted to the public
housing program meets all program eligibility requirements. This includes any individual
approved to join the family after the family has been admitted to the program. The family must
provide any information needed by the SFHA to confirm eligibility and determine the level of
the familyds assistance.

To be eligible for the public housing pragn:
1 The applicant family must:
- Qualify as a family as defined by HUD and the SFHA.
- Have income at or below HUBpecified income limits.
- Qualify on the basis of citizenship or the eligible immigrant status of family members.
- Provide social security numbigrformation for household members as required.

- Consent to the SFHAOGs coll ection and use o
SFHA-provided consent forms.

1 The SFHA must determine that the current or past behavior of household members does not
include ativities that are prohibited by HUD or the SFHA.

This chapter contains three parts:

Part 1. Definitions of Family and Household Membef$is part contains HUD and
SFHA definitions of family and household members and explains initial and ongoing
eligibility issues related to these members.

Part Il: Basic Eligibility Criteria This part discusses income eligibility, and rules
regarding citizenship, social security numbers, and family consent.

Part Ill: Denial of AdmissionThis part covers factors relateddt an appl i cant 6s
current conduct (e.g. criminal activity) that can cause the SFHA to deny admission.
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PART I: DEFINITIONS OF FAMILY AND HOUSEHOLD MEMBERS

3-1.LA. OVERVIEW

Some eligibility criteria and program rules vary depending upon the composttithe family
requesting assistance. In addition, some requirements apply to the family as a whole and others
apply to individual persons who will live in the public housing unit. This part provides
information that is needed to correctly identify famdgpd household members, and explains
HUD's eligibility rules.

3-1.B. FAMILY AND HOUSEHOLD [24 CFR 5.403 and HUD -50058 IB, p. 13, FRR Notice
02/03/12]

The termdamily andhouseholdave different meanings in the public housing program.
Family

To be eligible for admission, an applicant must qualify as a fafamily as defined by HUD,

includes but is not limited to the following, regardless of actual or perceived sexual orientation,
gender identity, or marital status, a single person, who may be an elderly person, disabled person,
nearelderly person, or any othemngie person; or a group of persons residing together. Such

group includes, but is not limited to 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),
anelderly family, a neaelderly family, a disabled family, a displaced family, or the remaining
member of a tenant family. The SFHA has the discretion to determine if any other group of
persons qualifies as a family.

Gender ldentityneans actual or perceig gender characteristics.
Sexual orientatiomeans homosexuality, heterosexuality, or bisexuality

SFHA Policy

A family also includes two or more individuals who are not related by blood, marriage,
adoption, or other operation of law, but who either camahstrate that they have lived
together previously or certify that weach
available to meet the needs of the family. This definition includes but is not limited to:

a) A family with or without children (the tenguary absence of a child from the
home due to placement in foster care shall not be considered in determining
family composition and family size);

b) An elderly family;

c) A nearelderly family;
d) A disabled family;

e) A displaced family;
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f) The remaining member of ant@nt family; and

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

Each family must identify the individuals to be included in the family at the time of
application, and must update thismf or mat i on i f the familyds <c

Verification shallbe established by utility bills that include the family name and address;
bank statements that include the family name and address; and/or third party
correspondence to family address.

Household

Household s a broader term that includes additions
live in a public housing unit, such as hireaides, foster children, and foster adults.
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3-1.C. FAMILY BREAK -UP AND REMAINING MEMBER OF TENANT FAMILY
Family Break-up

SFHA Policy

When a family on the waiting list breaks up into two otherwise eligible families, only one
of the new families may retain the original application date. Other former family
members may submit a new application with a new agicalate if the waiting list is
open.

If a family breaks up into two otherwise eligible families while receiving assistance, only
one of the new families will retain occupancy of the unit.

If a court determines the disposition of property between mendieas applicant or
resident family, t he SFHA wi || abide by
cooperating with law enforcement authorities to enforce civil protection orders issued for
the protection of victims and addressing the distribution o$quel property among
household members in cases where a family breaks up.

In the absence of a judicial decision, or an agreement among the original family
members, the SFHA will determine which family retains their placement on the waiting
list, or will continue to receive assistance taking into consideration the following factors:
(1) the interest of any minor children, including custody arrangements, (2) the interest of
any ill, elderly, or disabled family members, (3) any possible risks to family memabers

a result of domestic violence or criminal activity, and (4) the recommendations of social
service professionals. If the family breakp results from an occurrence of domestic
violence, dating violence, sexual assault or stalking as provided in 24&FER, subpart

L, the SFHA must ensure that the victim retain assistance.

In all instances, the household must notify the property office, in writing, within 10
calendar days of the action causing the household split and request a determination of the
assignment of the unitln_no _case will the SFHA provide an additional unit to the
household member(s) who_are removed from the original household unitThe
household members who are removed from the original household unit may apply for
assistance onseparate application and may be entitled to full preferences, as applicable.

Remaining Member of a Tenant Family and Prior Debt

The HUD definition of family includes theemaining member of a tenant familyhich is a
member of a resident family who remsin the unit when other members of the family have left
the unit [PH Occ GB, p. 26]. Household members such asniades, foster children, and
foster adults do not qualify as remaining members of a farfiiy.CFR 5.403]
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If dependents are the onfyr e mai ni ng member s of a tenant f
member able to assume the responsibilities of the head of household, refer to Chapter 6, Section
61 . B, for the policy on ACaretakers for a Chil

SFHA Policy

If the head of household moves otfita leased unit and the family members want to continue
occupancy of that unit (or another SFHA unit of the appropriate bedroom size), the remaining
family members must identify a new head of household who will be subject to suitability and
eligibility requirements. Once approvedthg ClientPlacement Department and any
outstanding debt is paid, the new head of household will sign a SFHA residential lease.

If all adults abandon the minors and the only household members remaining in the unit are
minors,then the minor may retain the unit only if:

1 The SFHA will accept the coudppointed guardian to assume the lease provided that all
eligibility and suitability criteria are met

1 The courtideclared emancipated minor meets all the eligibility and suitabiiitgria

1 The courts disposition is to-eite a former resident with the minor presently in the unit

Prior Debt. Any outstanding debt owed to the SFHA by the former head of household will be
addressed as follows:

1) If the debt cannot be collected from fleemer head of household (death, incarceration,
hospitalization), as a party to the lease, remaining adult family members 18 years of age
or older will be responsible for arrearages incurred by the former head of house.

2) The SFHA will not hold remaining faily members responsible for any portion of the
arrearage incurred prioo the remaining member turnimage 18. ExampleThe new
head of household and only adult member of the household recently turned 18 years of
age. The new head of house is not oesjble for the portion of the debt owed prior to
his/her 18 birthday.

3) Remaining family members under age 18 shall not be held responsible for the rent
arrearages incurred by the former head of houselbklrent arrearages by the former
head of householithcurred within the last three (3) yeavsl be placed in the debts owed
module in the Enterprise Income Verification System (EIV).

4) Except as required above, a new head of household added to the lieasebe
charged for any arrearage incurred by the former head of household.

5) If the Lease held by the new head of the household is an extension of occupancy under a
prior lease(s) with the SFHA, any amounts due under the prior lease(s) may be charged
andcollected as if the amounts were incurred under the current lease (debt follows the
head of household).

6) When disputes arise between a resident and the SFHA concerning an action taken by the
SFHA to collect a prior debt as outlined in this paragraph,estsdwvill have the
opportunity to resolve this dispute throug
Grievance Procedures. (See Chapter 14.)

Any outstanding credit due to the resident will be addressed as follows:
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1) A credit balance that is equal tr, less than, twelve months rent (based on the current

2)

3)

mont hly rent amount) wil/ be carried as a
credit is exhausted.

If the credit balance that is more than twelve months rent (based on the current monthly
rent amount), the resident will be paid a refund for the amount exceedm@ 12t h s 6
rent. The amount equal to i?0 n t rénswall be carried as a balance ontherdse nt 6 s
account until the credit is exhausted.

If the tenant vacates the unit with a credit balance, the SFHA will refund the entire
balance, less any charges for damages to the unit by the resident that exceed normal wear
and tear, within 30 days of thacate.
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3-1.D. HEAD OF HOUSEHOLD [24 CFR 5.504(b)]

Head of householaneans the adult member of the family who is considered the head for
purposes of determining income eligibility and rent. The head of household is responsible for
ensuring that the familyfulfills all of its responsibilities under the program, alone or in
conjunction with a cdheador spouse.

SFHA Policy
The family may designate any qualified family member as the head of household.

The head of household must have the legal capacity to ieftea lease under state and
local law. A minor who is emancipated under state law may be designated as head of
household.

3-1.E. SPOUSE, COHEAD, AND OTHER ADULT

A family may have a spouse or-bead, but not both [HU{50058 IB, p. 13].

Spouseneansthenar ri age partner of the head of housert
to friends, roommates, or significant others who are not marriage partners. A minor who is
emancipated under state law may be designated as a spouse.

A co-headis an individualin 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 ondnead. Minors who are emancipated under
statelaw may be designated as atuead.

Other adultmeans a family member, other than the head, spouse;hwach who is 18 years of
age or older. Foster adults and limeaides are not considered other adults. [HRID58 IB. p.
14].
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3-1.F. DEPENDENT [24 CFR 5.603]

A dependenis a family member who is under 18 years of aga person of any age who is a
person with a disability or a futime student, except that the following persons can never be
dependents: the head of household, spouskead, fostr children/adults and livim aides
Identifying each dependent in the family is important because each dependent qualifies the
family for a deduction from annual income as described in Chapter 6.

Joint Custody of Dependents

SFHA Policy

Dependents that @rsubject to a joint custody arrangement will be considered a member
of the family, if they live with the applicant or resident family 51 percent or more of
thetime.

When more than one applicant or assisted family (regardless of program) are claiming the
same dependents as family members, the family with primary custody at the time of the
initial examination or reexamination will be able to claim the dependents. If there is a
dispute about which family should claim them, the SFHA will make the determinatio
based on available documents such as court orders, an IRS income tax return showing
which family has claimed the child for income tax purposes, school records, or other
credible documentation.
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3-1.G. FULL -TIME STUDENT [24 CFR 5.603; HCV GB, p. 529]

A full-time studen{FTS) is a person who is attending school or vocational training on-nfell
basis. The time commitment or subject load that is needeetéomingaf attendance is fultime
is defined by the educational institution.

Identifying eachFTS is important because: (1) each family member that is an FTS, other than the
head, spouse, or dwad, qualifies the family for a dependent deduction, and (2) the income of
such an FTS is treated differently from the income of other family members.

3-11.G. FULL-TIME COLLEGE STUDENTS OF NON -PARENTAL/GUARDIAN
HOUSEHOLDS

Full-time college students of ngrarental/guardian households are not eligible for admission to
the Housing Choice Voucher, Projdmsed Voucher, Public Housing and Housing Choice
VoucherRehabilitation Programs unless students meet the following eligibility standards:

1. The student must be 18 and/or be an emancipated minor under state law.
2. The student must be incoradigible for admission.

The Housing Authority is required to verify amttlude the following source of income for full
time college students of ngrarental/guardian household:

1. Financial support such as money, food, clothing, personal items and entertainment. The
financial support must come from an outside source such astpar guardians in the
form of Aperiodic and determinable all owan

2. Athletic scholarship that is available for housing cost.
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3-1.H. ELDERLY AND NEAR -ELDERLY PERSONS, AND ELDERLY FAMILY [24
CFR 5.100, 5.403, 945.108nd FR Notice 02/03/12]

Elderly Persons

An elderly persons a person who is at least 62 years of age.
Near-Elderly Persons

A near-elderly persons a person who is 561 years of age.
Elderly Family

An elderly familyis one in which the head, spouse;haad, or sole member is an elderly person.
Identifying elderly families is important because these families qualify for the elderly family
allowance and the medical allowance as described in Chapter 6 and may qualify for a particular
type of developmentsanoted in Chapter 4.

3-1.I. PERSONS WITH DISABILITIES AND DISABLED FAMILY [24 CFR 5.403, FR
Notice 02/03/12]

Persons with Disabilities

Under the public housing program, special rules apply to persons with disabilities and to any
family whose head, spousar, cohead is a person with disabilities. The technical definitions of
individual(s) with handicaps and persons with disabilities are provided in ExHibét3he end

of this chapter. These definitions are used for a number of purposes includingheribati
persons with disabilities are not discriminated against based upon disability.

As discussed in Chapter 2, the SFHA must make all aspects of the public housing program
accessible to persons with disabilities and consider requests for reasonalbtenadations

when a personodés disability | imits their full
services.

Disabled Family

A disabled familyis one in which the head, spouse, orhead is a person with disabilities.
Identifying disabled families ignportant because these families qualify for the disabled family
allowance and the medical allowance as described in Chapter 6 and may qualify for a particular
type of development as noted in Chapter 4.

Even though persons with drug or alcohol dependereesonsidered persons with disabilities

for the purpose of nediscrimination, this does not prevent the SFHA from denying admission

or taking action under the lease for reasons related to alcohol and drug abuse in accordance with
the policies found ifPart Il of this chapter and in Chapter 13.
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3-1.J. GUESTS [24 CFR 5.100]

A guestis defined as a person temporarily staying in the unit with the consent of a tenant or
othermember of the household who has express or implied authority to so consenalbrobeh
the tenant.

The lease must provide that the tenant has the right to exclusive use and occupancy of the leased
unit by the members of the household authorized to reside in the unit in accordance with the
lease, including reasonable accommodationhefrtguests [24 CFR 966.4(d)]. The head of
household is responsible for the conduct of visitors and guests, inside the unit as well as
anywhere on or near SFHA premises [24 CFR 966.4(f)].

SFHA Policy

A guest can remain in the unit no longer than 14 consecdays or a total of 30
cumulative calendar days during any 12 month period.

A family may request an exception to this policy for valid reasons (e.g., care of a relative
recovering from a medical procedure expected to last 20 consecutive days). Aioaxcep
will not be made unless the family can identify and provide documentation of the
residence to which the guest will return and the period of time the guest will return.

Children who are subject to a joint custody arrangement or for whom a family has
visitation privileges, that are not included as a family member because they live outside
of the public housing unit more than 50 percent of the time, are not subject to the time
limitations of guests as described above.

Former public housing residents whavie been evicted by the SFHA are not permitted as
overnight guests.

Guests who represent the public housing unit address as their residence address or
address of record for receipt of benefits or any other purposes will be considered
unauthorized occupantk addition, guests who remain in the unit beyond the allowable
time limit will be considered to be unauthorized occupants, and their presence will
constitute a violation of the lease.
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3-1.K. FOSTER CHILDREN AND FOSTER ADULTS

Foster adultsare usually persons with disabilities, unrelated to the tenant family, who are unable
to live alone [24 CFR 5.609(c)(2)].

The termfoster childis not specifically defined by the regulations.

Foster children and foster adults that are living with an eapli or resident family are
considered household members but not family members. The income of foster children/adults is
not counted in family annual income and foster children/adults do not qualify for a dependent
deduction24 CFR 5.603 and HUB0058 IB,pp. 1314].

SFHA Policy

A foster child is a child, or a neminor dependent as defined in California Welfare and
Institution Code section 1400(v) that is in the legal guardianship or custody of a state,
county, or private adoption or foster care ageneyjs/cared for by foster parents in their
own homes, under some kind of shtatm or longterm foster care arrangement with the
custodial agency.

Children that are temporarily absent from the home as a result of placement in foster care are
discussed irsection 3I.L.
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3-1.L. ABSENT FAMILY MEMBERS

Individuals may be temporarily or permanently absent from the unit, for a variety of reasons
including educational activities, placement in foster care, employment, and illness.

Definitions of Temporarily and Permanently Absent

SFHA Policy

Generally an individual who is or is expected to be absent from the public housing unit
for 180 consecutive days or less is considered temporarily absent and continues to be
considered a family member. Generally an individuhb is or is expected to be sEnt

from the public housing unit for more than 180 consecutive days is considered
permanently absent and no longer a family menaiper will be removed from the lease

and family compositionExceptions to this general policy are discussed below.

Absent Students

SFHA Policy

When someone who has been considered a family member attends school away from
home, the person will continue to be considered a family member unless information
becomes available to the SFHA indicating that the student has establisbpdrates
household or the family declares that the student has established a separate household.

Absences Due td’lacementin Foster Care[24 CFR 5.403]

Children temporarily absent from the home as a result of placement in foster care are considered
membes of the family.

SFHA Policy

If a child has been placed in foster care, the SFHA will verify with the appropriate
agency whether and when the child is expected to be returned to the home. Unless the
agency confirms that the child has been permaneathoved from the home, the child

will be counted as a family member.
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Absent Head,Spouseg or Co-headdue to Employment

SFHA Policy

An employedhead, spouse, or deead absent from the unit more than 180 consecutive
days due to employment will continueldie considered a family member.

An employedhead, spouse, or dead absent from the unit more than 180 consecutive
days due to employment may continue to be considered a family member.

Deployment of Military Personnel

A head or cehead who is absent from the unit due to military service for more than 180
days may be removed from the household composition and added back to the household
once their military service is completed as long as there is at least one renfeiniyg
member in the assisted unit. The Military Personnel or any member of their household
must inform the Property Office within 15 days of their return to the unit.

The SFHA will also allow a suitable guardian to move into the assisted unit on a
tempoary basis to care for any dependents that the military person leaves in the unit.
Income of the guardian temporarily living in the unit solely for this purpose is not to be
counted in determining family income and the amount of rent the family pays tased
family income. The temporary suitable guardian to assist with the dependent care must
move out within 15 days of the Military Personnel returning home. Members of the
military family cannot be absent for more than 180 consecutive days.

Individuals Confined for Medical Reasons

SFHA Policy

An individual confined to a nursing home or hospital on a permanent basis is not
considered a family member.

If there is a question about the status of a family member, the SFHA will request
verification from a respnsible medical professional and will use this determination. If
the responsible medical professional cannot provide a determination, the person generally
will be considered temporarily absent. The family may present evidence that the family
member is cornfed on a permanent basis and request that the person not be considered a
family member.

Return of Permanently Absent Family Members

SFHA Policy

The family must request SFHA approval for the return of any adult family members that
the SFHA has determineid be permanently absent. The individual is subject to the
eligibility and screening requirements discussed in this chap®armanently absent
family members will be removed from the lease and family composition. The family
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must provide third party vditation such as a receipt from the U.S. Post Office of a
forwarded mailing, utility bill, lease, etc.
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3-1.M. LIVE -IN AIDE

Live-in aide means a person who resides with one or more elderly persons, eslderfr
persons, or persons with disabilities, and who: (1) is determined to be essential to the care and
well-being of the persons, (2) is not obligated for the support of the peswh$3) would not

be living in the unit except to provide the necessary supportive services [24 CFR 5.403].

The SFHA must approve a live aide if needed as a reasonable accommodation for a person
with disabilities in accordance with 24 CFR 8.

A live-in ade is considered a household member but not a family member. The income of the
live-in aide is not counted in determining the annual income of the family [24 CFR 5.609(c)(5)].
Relatives may be approved as hweaides if they meet all of the criteriafoheng a live-in aide.
However, a livein aide is not considered a family member, would not have any rights to the
property wherehey area live-in aide and would not be considered a remaining member of a
tenant family.

SFHA Policy

A f ami | y 0 = liveia gide enast be made in writing. The SFHA will verify the
need for a livan aide with a reliable, knowledgeable professional provided by the
family, such as a doctor, social worker, or case worker. For continued approval, the
family must submit a ew, written request subject to SFHA verificatioh at each
annual reexamination.

In addition, the family and liven aide will be required to submit a certification stating
that the livein aide is (1) not obligated for the support of the person(s) neduingare,

and (2) would not be living in the unit except to provide the necessary supportive
services.

The SFHA has the discretion not to approve a particular person asira dikke, and may
withdraw such approval, if [24 CFR 966.4(d)(3)(i)]:

The personcommits fraud, bribery or any other corrupt or criminal act in
connection with any federal housing program;

The person has a history of drtejated criminal activity or violent criminal
activity; or

The person currently owes rent or other amounts to FiASDr to another SFHA
in connection with Housing Choice Voucher Program or Conventional Public
Housing Program under the 1937 Act.

Within 30 calendar days of receiving a request for ailivaide, including all required
documentation related to the reqyethe SFHA will notify the family of its decision in
writing. Once added as a liva aide, the person may not be changed to a family member
unless they meet the eligibility criteria outlthén Chapter 3 of this Policy, including
policies related to réisctions on family additions.
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3-I.N. CAREGIVER

A family may request a Caregiver. The form shall be available at the property office and shall be
submitted at the same property office where the resident resides. A Caregiver has free access to
the unitbut is not a Liven-Aide and shall follow the overnight policy for guests outlined in

section 3.1.J above. A Caregiver has no rights to the unit.
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PART II: BASIC ELIGIBILITY CRITERIA

3-1l.LA. INCOME ELIGIBILITY AND TARGETING

Income Limits

HUD is required by law to establish income limits that determine the income eligibility of
applicants for HUDG6s assisted housing progr a
income limits are published annually and are based on HUD estimateshoédian incomes for

families of different sizes in a particular area or county..

Types of LowIncome Families [24 CFR 5.603(b)]

Lowincome family A family whose annual income does not exceed 80 percent of the median
income for the area, adjusted for fayrsize.

Very lowincome family.A family whose annual income does not exceed 50 percent of the
median income for the area, adjusted for family size.

Extremely lowincome family A family whose annual income does not exc@@dercent of the
median incoméor the area, adjusted for family size. (Used for income targeting only, not
program eligibility.)

HUD may establish income ceilings higher or lower than 30, 50, or 80 percent of the median
income for an area if HUD finds that such variations are negebsaause of unusually high or
low family incomes.

Using Income Limits for Eligibility [24 CFR 960.201]

Income limits are used for eligibility only at admission. Eligibility is established by comparing a
family's annual i ncome limts.tTh bekhtbbhv@lgiblg) thebanhnua h e d i
income of an applicant must be within tbe~-incomelimit.
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Using Income Limits for Targeting [24 CFR 960.202(b)]

At least 40 percent of the families admitted from the SFHA waiting list to the public housing
program during a SFHA fiscal year must bgtremely lowincomefamilies. This is called the
Abasic targeting requiremento.

If admissions of extremelylowncome families to the SFHA®Gs ho
during a SFHA fiscal year exceed the 75 patcminimum targeting requirement for that
progr am, such excess shall be credited agair

requirement for the same fiscal year.

The fiscal year credit for housing choice voucher program admissions that exceedimenm
voucher program targeting requirement must not exceed the lower of:

1 Ten percent of public housing waiting list admissions during the SFHA fiscal year

T Ten percent of waiting |Iist admission to the
the SFHAfiscal year

1 The number of qualifying lovincome families who commence occupancy during the fiscal
year of public housing units located in census tracts with a poverty rate of 30 percent or
more. For this purpose, qualifying lemwcome family means a lomcome family other than
an extremely lowincome family.

For discussion of how income targeting is used in tenant selection, see Chapter 4.
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3-11.B. CITIZENSHIP OR ELIGIBLE IMMIGRATION STATUS [24 CFR 5, Subpart E]

Housing assistance is available only to wdiials who are U.S. citizens, U.S. nationals (herein
referred to as citizens and nationals), or noncitizens that have eligible immigration status. At
least one family member must be a citizen, national, or noncitizen with eligible immigration
status in ader for the family to qualify for any level of assistance.

All applicant families must be notified of the requirement to submit evidence of their citizenship

or eligible immigrationstatus when they apply. Where feasible, and in accordance with the

S F H ALomsted English Proficiency Plan, the notice must be in a language that is understood by
the individual if the individual is not proficient in English.

Declaration [24 CFR 5.508]

HUD requires each family member to declare whether the individual is enciéizeational, or an
eligible noncitizen, except those members who elect not to contend that they have eligible
immigration status. Those who elect not to contend their status are considered to be ineligible
noncitizens. For citizens, nationals and eligilsloncitizens the declaration must be signed
personally by the head, spouse;haad, and any other family member 18 or older, and by a
parent or guardian for minors. The family must identify in writing any family members who elect
not to contend their imigration status (see Ineligible Noncitizens below). No declaration is
required for livein aides, foster children, or foster adults.

U.S. Citizens and Nationals

In general, citizens and nationals are required to submit only a signed declaration that claim
their status. However, HUD regulations permit the SFHA to request additional documentation of
their status, such as a passport.

SFHA Policy

Family members who declare citizenship or national status will not be required to provide
additional documentation unless the SFHA receives information indicating that an
individual 6s decl aration may not be accur a

Eligible Noncitizens

In addition toproviding a signed declaration, those declaring eligible noncitizen status must sign

a verificationconsenform and cooperate with SFHA efforts to verify their immigration status as
described in Chapter The documentation required for establishing elgyiboncitizen status

varies depending upon factors such as the date the person entered the U.S., the conditions under
which eligible i mmigration status has been gr
family began receiving HUBunded assistare.

Lawful residents of the Marshall Islands, the Federated States of Micronesia, and Palau, together
known as the Freely Associated States, or FAS, are eligible for housing assistance under section
141 of the Compacts of Free Association between the@®b®rnment and the Governments of

the FAS [Public Law 10604].
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Ineligible Noncitizens

Those noncitizens who do not wish to contend their immigration status are required to have their
names listed on a nesontending family members listing, signed by tfead, spouse, or dwead
(regardless of citizenship status), indicating their ineligible immigration status. The SFHA is not
required to verify a family memberos ineligib
unlawful presence in the U.S0 the United States Citizenship and Immigration Services
(USCIS).

Providing housing assistance to noncitizen students is prohibited [24 CFR 5.522]. This

prohibition extends to the noncitizen spouse of a noncitizen student as well as to minor children
who accompany or follow to join the noncitizen student. Such prohibition does not extend to the

citizen spouse of a noncitizen student or to the children of the citizen spouse and noncitizen
student. Such a family is eligible for prorated assistance as a faixaly.

Mixed Families

A family is eligible for admission as long as at least one member is a citizen, national, or eligible
noncitizen. Families that include eligible and ineligible individuals are considerzdd

families Such families will be givemotice that their assistance will be prorated and that they
may request a hearing if they contest this determination. See Chapter 6 for a discussion of how
rents are prorated, and Chapter 14 for a discussion of informal hearing procedures.

Ineligible Families [24 CFR 5.514(d), (e), and (f)]

A SFHA may elect to provide assistance to a family before the verification of the eligibility of
the individual or one family member [24 CFR 5.512(b)]. Otherwise, no individual or family may
be assisted prior to thefmfative establishment by the SFHA that the individual or at least one
family member is eligible [24 CFR 5.512(a)].

SFHA Policy

The SFHA will not provide assistance to a family beforedlgibility verification of at
least one family member as a citizeational, or eligible noncitizen.

When a SFHA determines that an applicant family does not include any citizens,
nationals, or eligible noncitizens, following the verification process, the family will be
sent a written notice within 30 calendars dafyghe determination.

The notice will explain the reasons for the denial of assistance and will advise the family
of its right to request an appeal to the United States Citizenship and Immigration Services
(USCIS), or to request an informal hearing with 8#HA. The informal hearing with the
SFHA may be requested in lieu of the USCIS appeal, or at the conclusion of the USCIS
appeal process. The notice must also inform the applicant family that assistance may not
be delayed until the conclusion of the US@i$peal process, but that it may be delayed
pending the completion of the informal hearing process.

Informal hearing procedures are contained in Chapter 14.
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Timeframe for Determination of Citizenship Status [24 CFR 5.508(g)]

For new occupants joining tmesident family the SFHA must verify status at the first interim or
regul ar reexamination following the personds

If an individual qualifies for a time extension for the submission of required documents, the
SFHA must gransuch an extension for no more than 30 calendar days [24 CFR 5.508(h)].

Each family member is required to submit evidence of eligible status only one time during
continuous occupancy.

SFHA Policy

The SFHA will verify the status of applicants at the tinfeeoteligibility factors are
determined.
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3-1I.C. SOCIAL SECURITY NUMBERS [24 CFR 5.216 and 5.218, Notice PIH 20110;
PIH 2016-05]

The applicant and all members of the applica
accurate social security number (SSN) assigned to each household member, and the
documentation necessary to verify each SSNa child under age 6 has been addedmo

applicant family within the 6 months prior pgogram admission, and otherwise eligible family

may be admitted to the program and must di scl
of admission.A detailed discussion of acceptable documentasiganovided in Chapter.

Note: These requirements do not apply to noncitizens who do not contend eligible immigration
status.

In addition, each participant who has not previously disclosed an SSN, has previously disclosed
an SSN that HUD or the SSéetermined was invalid, or has been issued a new SSN must
submit their complete and accurate SSN and the documentation required to verify the SSN at the
time of the next interim or annual reexamination or recertification. Participants age 62 or older
as d January 31, 2010, whose determination of eligibility was begun before January 31, 2010,
are exempt from this requirement and remain exempt even if they move to a new assisted unit.

The SFHA must deny assistance to an applicant family if they do notthee&SN disclosure
and documentation requirements contained in 24 CFR 5.216.
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3-11.D. FAMILY CONSENT TO RELEASE OF INFORMATION [24 CFR 5.230]

HUD requires each adult family member, and the head of household, spouseheadco
regardless of age, to sifmrm HUD-9886,Authorization for the Release of Information.

Privacy Act Noticeand other consent forms as needed to collect information relevant to the
familyés eligibility and | evel of assistance.
the cansent forms and verification requirements.

The SFHA must deny admission to the program if any member of the applicant family fails to
sign and submit consent forms which allow the SFHA to obtain information that the SFHA has
determined is necessary in adistration of the public housing program [24 CFR 960.259(a) and

(b)].
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PART IIl: DENIAL OF ADMISSION

3-1IlLA. OVERVIEW

A family that does not meet the eligibility criteria discussed in Parts | and Il, must be denied
admission.

In addition, HUD requires opermits the SFHA to deny admission based on certain types of
current or past behaviors of family members
this area is limited by the Violence Against Women Reauthorization Act of 2013 (VAWA 2013),
which expressly prohibits the denial of admission to an otherwise qualified applicant on the basis
that the applicant is or has been the victim of domestic violence, dating violence, sexual assault
or stalking [42 U.S.C§ 14043e11(b)(1)].

This part covers thillowing topics:

1 Required denial of admission

Other permitted reasons for denial of admission
Screening

Criteria for deciding to deny admission

= =2 =4 =2

Prohibition against denial of admission to victims of domestic violence, dating violence,
sexual assautir stalking

1 Notice of eligibility or denial

3-111.B. REQUIRED DENIAL OF ADMISSION [24 CFR 960.204]

PHAs are required to establish standards that prohibit admission of an applicant to the public
housing program if they have engaged in certain criminaligcor if the SFHA has reasonable
cause to believe that a household member os
current abuse or pattern of abuse of alcohol may threaten the health, safety, or right to peaceful
enjoyment of the premisey bther residents.

Where the statute requires that the SFHA prohibit admission for a prescribed period of time after
some disqualifying behavior or event, the SFHA may choose to continue that prohibition for a
longer period of time [24 CFR 960.203(c)(3)(ii

HUD requires the SFHA to deny assistance in the following cases:

1 Any member of théehouseholdhas been evicted from federaligsisted housing in the
last three (3) years for druglatedcriminal activity.

SFHA Policy

The SFHA will admit an otherwiseligible family who was evicted from federally
assisted housing within the past three (3) years for-graged criminal activity, if the
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SFHA is able to verify that the household member who engaged in the criminalyactivit
has completed a supervised drug rehabilitation program approved by the SFHA, or the
person who committed the crime is no longer living in the household.

1 The SFHA determines that any household member is currently engaged in the use of illegal
drugs. Drugs meansa controlled substance as defined in section 102 of the Controlled
Substances Act [21 U.S.C. 802Currently engaged in the illegal use of a drogpans a
person has engaged in the behavior recently enough (within twelve months) to justify a
reasomble belief that there is continuing illegal drug use by a household member [24 CFR
960.205(b)(2)].

1 The SFHA has reasonable cause to believe that any household member's current use or
pattern of use of illegal drugs, or current abuse or pattern of abaseobbl, may threaten
the health, safety, or right to peaceful enjoyment of the premises by other residents.

In determining reasonable cause, the SFHA will consider all credible evidence, including but not
limited to, any record of convictions, arrests,ewictions of household members related to the
use of illegal drugs or the abuse of alcohfh arrest must be substantiated dogupporting
document of criminal activity Arrest records or police reports will not be used as the sole basis
for denying admissionA conviction will be given more weight than an arrest. The SFHA will
also consider evidence from treatment providers or commbaggd organizations providing
services to household members.

1 Any householdnemberhas ever been convicted of drtejated criminal activity for the
production or manufacture of methamphetamine on the premises of federally assisted
housing.

1 Any householdnemberis subject to a lifetimeegistration requirement under a state sex
offender registration program.
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3-111.C. OTHER PERMITTED REASONS FOR DENIAL OF ADMISSION

HUD permits, but does not require the SFHA to deny admission for the reasons discussed in this
section.

Criminal Activity [2 4 CFR 960.203 (b) and (c)]

Under the Public Housing Assessment System (PHAS), PHAs that have adopted policies,
implemented procedures and can document that they successfully screen out and deny admission
to certain applicants with unfavorable criminal bigts receive points.

The SFHA is responsible for screening family behavior and suitability for tenancy. In doing so,
the SFHA may consider an applicantds history
violence to persons or property and othemmal acts which would adversely affect the health,

safety or welfare of other tenants.

SFHA Policy

If any household member is currently engaged in, or has engaged in any of the following
criminal activities, within the pashree (3)years, the family will be denied admission.

Drug-related criminal activity defined by HUD as the illegal manufacture, sale,
distribution, or use of a drug, or the possession of a drug with intent to manufacture, sell,
distribute or use the drug [24 CFERLO0].

Violent criminal activity defined by HUD as 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 injuryrapefdy damage

[24 CFR5.100].

llegal possession and/or use of a firearm and/or other felonious or misdemeanor
activities.

Criminal activity that may threaten the health, safety, or welfare of other tenants
[24 CFR960.203(c)(3)].

Criminal activity thatmay threaten the health or safety of SFHA staff, contractors,
subcontractors, or agents.

Immediate vicinitys defined by a onenile radius of the premises

Criminal sexual conduct, including but not limited to sexual assault, incest, open and
gross lewdnes or child abuse.

Convicted of arson or child molestation

Evidence of such criminal activity includes, but is not limited to any record of
convictions, arrests, or evictions for suspected delated or violent criminal activity of
household members withthe past 5 year# conviction for such activity will be given
more weight than an arrest or an eviction.
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In making its decision to deny assistance, the SFHA will consider the factors discussed in
Sections 3I.LE and 3lll.F. Upon consideration of suctactors, the SFHA may, on a
caseby-case basis, decide not to deny assistance.
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Previous Behavior [960.203(c) and (d) and PH Occ GB, p. 48]

HUD authorizes the SFHA to deny admission based on relevant information pertaining to the
fami |l yés p orandsuiabikty fdr eramacy. i

In the event of the receipt of unfavorable information with respect to an applicant, the SFHA
must consider the ti me, natur e, and extent
of the offense). As discussedSection 3lll.F, the SFHA may also need to consider whether the
cause of the unfavorable information may be that the applicant is the victim of domestic
violence, dating violence, sexual assault or stalking.

SFHA Policy

The SFHA will deny admission to applicant family if the SFHA determines that the
family:

The family does not provide information that the SFHA or HUD determines is
necessary in the administration of the program.

Any SFHA has ever terminated assistance under the program for any member of
the family.

Has a pattern of disturbance of neighbors, destruction of property, or living or
housekeeping habits at prior residences within the past five years which may
adversely affect the health, safety, or welfare of other tenants

Has a pattern of eviion from housing or termination from residential programs
within the past five years (considering relevant circumstances)

Owes rent or other amounts $-HA within the last three (3) yearsr any other

PHA or owner in connection with any assisted housing program, including breach
of the terms of a repayment agreement entered into with the SFHA, unless the
family repays the full amount of the debt covered in the repayment agreement
prior to being selectelom the waiting list.

The family does not provide complete and true information to the SFHA.
Misrepresented or does not provide complete information related to eligibility,
including income, award of preferences for admission, expenses, family
compositian or rent

Has committed fraud, bribery, or any other corrupt or criminal act in connection
with any federal housing program

Has engaged in or threatened violent or abusive behavior toward SFHA personnel

Abusive or violent behavior towards SFHA persorineludes verbal as
well as physical abuse or violence. Use of racial epithets, or other
language, written or oral, that is customarily used to intimidate may be
considered abusive or violent behavior.
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Threateningefers to oral or written threats or physigastures that
communicate intent to abuse or commit violence.

In making its decision to deny admission, the SFHA will consider the factors discussed in
Sections 3I.E and 3lll.LF. Upon consideration of such factors, the SFHA may, on a
caseby-case bas, decide not to deny admission.
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3-11l.D. SCREENING
Screening for Eligibility

The SFHA is authorized tobtaincriminal conviction records from law enforcement agencies to
screen applicants for admission to the public housing prograemSFRHA compliewith HUD
requirements and $fA policies to deny assistance to applicants who are engaging in or have
engaged in certain criminal activities. In order tdami access to the records theHaFmust
require every applicant family to submit a consent formegigny each adult household member
[24 CFR 5.903].

The SFHA may not pass along to the applicant the costs of a criminal records check
[24 CFR960.204(d)].

The SFHA will perform criminal background checks through third party services. The SFHA
may use thecriminal records system of the City and County of San Francisco, the State of
California, the NCIC, and other states and/or municipalities as well as local law enforcement to
check for criminal history for all adult household members.

If the results of thecriminal background check indicate there may have been past criminal
activity, but the results are inconclusive, the SFHA will request a fingerprint card and will
request information from the National Crime Information Center (NCIC) or the SFHA may
obtainthe information for a similar agency.

Addi tionally, the SFHA will ask whether t he
household is subject to a lifetime registered sex offender registration requirement in any state
[Notice PIH 201228].

The SFHA is required to perform criminal background checks necessary to determine whether
any household member is subject to a lifetime registration requirement under a state sex offender
program in the stat@herethe housing is located, as well as in atiyer state where a household
member is known to have resided [24 CFR 960.204(a)(4)].

If the SFHA proposes to deny admission based on a criminal record or on lifetime sex offender
registration information, the SFHA must notify the household of the prdpastgon and must
provide the subject ahe record and the applicant a copy of the record and an opportunity to
dispute the accuracy and relevance of the information prior to a denial of admission [24 CFR
5.903(f) and 5.905(d)].
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Obtaining Information from Drug Treatment Facilitieg24 CFR 960.205]

HUD authorizes PHAs to request and obtain information from drug abuse treatment facilities
concerning applicants. Specifically, the SFHA may require each applicant to submit for all
household members who areleast 18 years of age, and for each family head, spouse; or co
head regardless of age, one or more consent forms signed by such household members that
requests any drug abuse treatment facility to inform the SFHA whether the drug abuse treatment
facility has reasonable cause to believe that the household member is currently engaging in
illegal drug use.

Drug Abuse Treatment Facilitjeans an entity that holds itself out as providing, and provides,
diagnosis, treatment, or referral for treatment with redpeitte illegal drug use, and is either an
identified unit within a general care facility, or an entity other than a general medical care
facility.

Currently engaging in illegal use of a drugeans illegal use of a drug during the previous 12
months;

Any consent form used for the purpose of obtaining information from a drug abuse treatment
facility to determine whether a household member is currently engaging in illegal drug use must
expire automatically after the SFHA has made a final decision to eitpeov&por deny the
admission of such person.

Any charges incurred by the SFHA for information provided from a drug abuse treatment facility
may not be passed on to the applicant or tenant.

If the SFHA chooses to obtain such information from drug abusemieatfacilities, it must
adopt and implement one of the two following policies:

Policy A: The SFHA must submit a request for information to a drug abuse treatment facility for
all families before they are admitted. The request must be submitted for ezmbsqu
household member who is at least 18 years of age, and for each family head, spouBeadr co
regardless of age.

Policy B: The SFHA must submit a request for information only for certain household members,
whose criminal record indicates prior at®or conviction for any criminal activity that may be a
basis for denial of admission or whose prior tenancy records indicate that the proposed
household member engaged in destruction of property or violent activity against another person,
or they interéred with the right of peaceful enjoyment of the premises of other residents.

If the SFHA chooses to obtain such information, it must abide by the HUD requirements for
records management and confidentiality as described in 24 CFR 960.205(f).

SEHA Policy
The SFHA will obtain information from drug abuse treatment facilities to determine
whet her any applicant familyds househol d

activity only when the SFHA has determined that the family will be denied admission
based on a f amirdlaied ammeimlaetivitg, and the fangly claims that the
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culpable family member has successfully completed a supervised drug or alcohol
rehabilitation program.

Screening for Suitability as a Tenant [24 CFR 960.203(c)]

The FHA is responsible for the screening and selection of families to occupy public housing
units. The SFHA may consider all relevant information. Screening is important to public housing
communities and program integrity, and to ensure that assisted hosigmgvided to those
families that will adhere to lease obligations.

SFHA Policy
The SFHA will consider the familyds histor

Payment of rent and utilities

Caring for a unit and premises

Respecting the rights of othegsidents to the peaceful enjoyment of their housing
Criminal activity that is a threat to the health, safety, or property of others

Behavior of all household members as related to the grounds for denial as detailed
in Sections dll. Band C

Compliance wth any other essential conditions of tenancy

Resources Used to Check Applicant Suitability [PH Occ GB, pp. 456]

PHAs have a variety of resources available to them for determination of the suitability of
applicants. Generally, PHAs should reject applisawho have recent behavior that would
warrant lease termination for a public housing resident.

SFHA Policy

In order to determine the suitability of applicants the SFHA will examine applicant
history for the past five years. Such background checks willdecl

Past Performance in Meeting Financial Obligations, Especially Rent

PHA and landlord references for the past five years, gathering information about
past performance meeting rental obligations such as rent payment record, late
payment record, whethahe SFHA/landlord ever began or completed lease
termination for norpayment, and whether utilities were ever disconnected in the
unit. SFHAs and landlords will be asked if they would rent to the applicant family
again.

Utility company references coverinhe monthly amount of utilities, late
payment, disconnection, return of a utility deposit and whether the applicant can
get utilities turned on in his/her name. (Use of this inquiry will be reserved for
applicants applying for units where there are teqpaid utilities.)
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If an applicant has no rental payment histtdrg SFHA will check court records

of eviction actions and other financial judgments, and credit reports. A lack of
credit history will not disqualify someone from becoming a public housing
resicent, but a poor credit rating may.

Applicants with no rental payment history will also be asked to provide the SFHA

with personal references. The references will be requested to complete a
verification of t he appl i caumeniaton afbi | i t
ability to meet financial obligations is available. The applicant will also be
required to complete a checklist documenting their ability to meet financial
obligations.

If previous landlords or the utility company do not respond to requests the
SFHA, the applicant may provide other documentation that demonstrates their
ability to meet financial obligations (e.g. rent receipts, cancelled checks, etc.)

Disturbances of Neighbors, Destruction of Property or Living or Housekeeping
Habits at Pror Residences that May Adversely Affect Health, Safety, or Welfare
of Other Tenants, or Cause Damage to the Unit or the Development

PHA and landlord references for the past five years, gathering information on
whether the applicant kept a unit clean, safd sanitary; whether they violated

health or safety codes; whether any damage was done by the applicant to a current

or previous unit or the development, and, if so, how much the repair of the
damage cost; whet her t he apcporiradennt 6 s g
infestation; and whether the neighbors complained about the applicant or whether

the police were ever called because of disturbances.

Police and court records within the past five (5) years will be used to check for
any evidence of disturbanad neighbors or destruction of property that might
have resulted in arrest or conviction.

A personal reference will be requested to complete a verification of the
applicantds ability to care for the wuni
documendtion is available. In these cases, the applicant will also be required to
complete a checklist documenting their ability to care for the unit and to avoid
disturbing neighbors.

Home visits may be used to detemntmi ne th
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3-1ll.LE. CRITERIA FOR DECIDING TO DENY ADMISSION
Evidence

SFHA Policy

The SFHA will use the preponderance of the evidence as the standard for making all
admission decisions.

Preponderance of the evidensedefined as evidence which is of greatergheior more
convincing than the evidence which is offered in opposition to it; that is, evidence which
as a whole shows that the fact sought to be proved is more probable than not.
Preponderance of the evidence may not be determined by the number céegities by

the greater weight of all evidence.

Consideration of Circumstances [24 CFR 960.203(c)(3) and (d)]

HUD authorizes the SFHA to consider all relevant circumstances when deciding whether to deny
admi ssion based on a fthe stualiondfe which demnial df admissom y e x
is mandated (see SectiolIBB).

In the event the SFHA receives unfavorable information with respect to an applicant,
consideration must be given to the t iludim, nat u
the seriousness of the offense). In a manner consistent with its policies, SFHAs may give
consideration to factors which might indicate a reasonable probability of favorable future
conduct.
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SFHA Policy
The SFHA will consider the following factopsior to making its decision:

The seriousness of the case, especially with respect to how it would affect other
residents

The effect(s) that denial of admission may have on other members of the family
who were not involved in the action or failure

The extat of participation or culpability of individual family members, including
whether the culpable family member is a minor or a person with disabilities, or
(as discussed further in sectionllBF) a victim of domestic violence, dating
violence, sexual asgh or stalking.

The |l ength of time since the violation
likelihood of favorable conduct in the future

Evidence of the applicant familyds part
social service or otmeappropriate counseling service programs

In the case of drug or alcohol abuse, whether the culpable household member is
participating in or has successfully completed a supervised drug or alcohol
rehabilitation program or has otherwise been rehabilisuedessfully

The SFHA will require the applicant to submit evidence of the household
member 6s current participation in or
drug or alcohol rehabilitation program, or evidence of otherwise having

been rehabilitated sucesfully.
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Removal of a Family Member's Name from the Application

Should the SFHAG6s screening process reveal th
subject to state lifetime registered sex offender registration, the SFHA must offer thetfamily
opportunity to remove the ineligible family member from the household. If the family is
unwilling to remove that individual from the household, the SFHA must deny admission to the
family [Notice PIH 201228].

For other criminal activity, the SFHA migpoermit the family to exclude the culpable family
members as a condition of eligibility. [24 CFR 960.203(c)(3)(1)]-

SFHA Policy

As a condition of receiving assistance, a family may agree to remove the culpable family
member from the application. In sueistances, the head of household must certify that
the family member will not be permitted to visit or to stay as a guest in the assisted unit.

After admission to the program, the family must present evidence of the former family
member 6 s c uupon&SkHA requdstl r e s s

Reasonable Accommodation [PH Occ GB, pp. 580]

| f the family includes a person with disabil
admission is subject to consideration of reasonable accommodation in accordance with 24 CFR
Part8.

SFHA Policy

If the family indicates that the behavior of a family member with a disability is the reason

for the proposed denial of admission, the SFHA will determine whether the behavior is
related to the disabil it yhe SFHA wil determinep on t |
whether alternative measures are appropriate as a reasonable accommodation. The SFHA
will only consider accommodations that can reasonably be expected to address the
behavior that is the basis of the proposed denial of admissionClsmgter 2 for a

discussion of reasonable accommodation.
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3-lIl.LF. PROHIBITION AGAINST DENIAL OF ASSISTANCE TO VICTIMS OF
DOMESTIC VIOLENCE, DATING VIOLENCE, SEXUAL ASSAULT AND
STALKING [ 42 U.S.C. section 14043&1(b)(1)] (p. 337)

The Violence againstWomen Reauthorization Act of 2013 (VAWA) prohibits denial of
admission to an otherwise qualified applicant on the basis that the applicant is or has been a
victim of domestic violence, dating violence, sexual assault or stalk#®).U.S.C. section
14043el1(b)(1).

Definitions [24 CFR 5.2003]
As used in VAWA:

1 The termbifurcate means, with respect to a public housing or Section 8 lease, to divide a
lease as a matter of law such that certain tenants can be evicted or removed while the
remaining family membersé | ease and occupanc

1 The termdomestic violenceincludes felony or misdemeanor crimes of violence committed
by a current or former spouse intimate partneof the victim, by a person with whom the
victim shares a child in common, by a person who is cohabitating with or has cohabitated
with the victim as a spouse intimate partnerby a person similarly situated to a spouse of
the victim under the domestic or family violence laws of the jurisdiction receiving grant
monies, or by any other person against an adult or youth victim whotecgad from that

A

personds acts under the domestic or family v

1 The termdating violencemeans violence committed by a person who is or has been in a
social relationship of a romantic or intimate nature with the victim;veimere the existence
of such a relationship shall be determined based on a consideration of the following factors:

- The length of the relationship
- The type of relationship
- The frequency of interaction between the persons involved in the relationship
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1 The tem stalking meansengaging in a course of conduct directed at a specific person that
would cause a reasonable persan to

- Fear for his or her safety or others; or
- Suffer substantial emotional distress

1 The termsexual assaulineans any nonconsensual sexaalpgoscribed by Federal, tribal, or
State law, including when the victim lacks capacity to consent.

1 The termaffiliated individualmeans, with respect to a pergon

- A spouse, parent, brother or sister, or child of that person, or an individual to waiom th
person stands in the position or place of a parent; or

- Any other person living in the household of that person
Notification

VAWA 2013 expanded notification requirements to include the obligation for PHAs to provide
applicants who are denied assistawi@ a notice of VAWA rights and the form HUE»0066 at
the time the applicant is denied.

SFHA Policy

The SFHA acknowledges thatwactim of domestic violence, dating violence, sexual
assault or stalking may have an unfavorable history (e.g., a poor credit history, a record
of previous damage to an apartment, a prior arrest record) that would warrant denial
under t he S FTheédose,if phe SFHA imakes a determination to deny
admission to an applicant family, the SFHA will include in its notice of denial:

A statement of the protection against denial provided by VAWA
A description of SFHA confidentiality requirements

A reques that an applicant wishing to claim this protection submit to the SFHA
documentation meeting the specifications below with her or his request for an
informal hearing (see section-148)

A copy of the form HUD50066
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Documentation

Victim Documentation

SFHA Policy

An applicant claiming that the cause of an unfavorable history is that a member of the
applicant family is or has been a victim of domestic violence, dating violence, sexual
assault or stalkingmay be required tgorovide documentation demonging the
connection between the abuse and the unfavorable history. The documentation may
consist of any of the following:

A statement signed by the victiosing the HUDi approved certification form
certifying that the information provided is true andreot and that it describes
bona fide incident(s) of actual or threatened domestic violence, dating violence,
sexual assault or stalkingA victim must include the name of the perpetrator only

if the name is known and safe to provide.

A police, court, or dministrative record documenting the domestic violence,
dating violence, sexual assaultsbalking

Documentation signed by a person who has assisted the victim in addressing
domestic violence, dating violence, sexual assault or stalking, or the effects of

such abuse. This person may be an employee, agent, or volunteer of a victim
service provider; an attorneypental health professionar a medical or other
knowledgeable professional. The person signing the documentation must attest
under penalty of pejuy t o t he personds belief that
bona fide incidents of abuse. The victim must also sign the documentation.

Time Frame for Submitting Documentation

SFHA Policy

An individual who claims protection against adverse action basednomcident or
incidents of actual or threatened domestic violence, dating violence, sexual assault or
stalking, and who is requested by SFHA, omanager to provide verification, must
provide such verification withinl4 business daysfter receipt of therequest for
verification. Failure to provide verification, in proper form within such time will result in
loss of protection under VAWA and this policy against a proposed adverse action. [42
U.S.C. § 1437f(ee)(2)(A)(2006); 42 U.S.C. § 1437d(u)(2)(APE.

The applicant must submit the required documentation within the time frame provided to

the applicant by the SFHA or must request an extension in writing. If the applicant so
requests, the SFHA will grant an extensionl&f calendardays or longer inspecial
circumstances as reviewed by the SFEddw i | | postpone schedul ir
informal hearing until after it has received the documentation or the extension period has
elapsed. |If, after reviewing the documentation provided by the applitentSFHA
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determines that the family is eligible for assistance, no informal hearing will be
scheduled, and the SFHA will proceed with admission of the applicant family.

Conflicting Certification

If the SFHA receives documentation with conflictingormation, the PHA may require an
applicant or tenant to submit any of the above mentioned plairty documentation. [42 U.S.C.
section 140434.1(c)(7)]

SFHA Confidentiality Requirements [42 U.S.C.§ 14043el11(c)(4 (p. 3-39)|

All information providedto the SFHA regarding domestic violence, dating violence, sexual
assault or stalking, including the fact that an individual is a victim of simlse must be
retained in confidence and may neither be entered into any shared database nor provided to any
related entity, except to the extent that the disclosure (a) is requested or consented to by the
individual in writing, (b) is required for use in an eviction proceeding, or (c) is otherwise
required by applicable law.

Disclosure may be used in an evictiorogedure if it is related to whether the incident or
incidents in question qualify as a serious or repeated violation of the lease or criminal activity
directly relating to domestic violence, or stalking; disclosure is otherwise required bydaw. [
U.S.C.8 14043€el1(c)(4)]

If disclosure is required for use in an eviction proceeding or is otherwise required by applicable
law, the SFHA will inform the victim before disclosure occurs so that safety risks can be
identified and addressed.
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3-111.G. NOTICE OF E LIGIBILITY OR DENIAL

The SFHA will notify an applicant family of its final determination of eligibility in accordance
with the policies in Section-#4l.E.

If the SFHA uses ariminal record or sex offender registration information obtained under 24
CFR 5 Subpart J, as the basis of a denial, a copy of the record must precede the notice to deny,
with an opportunity for the applicant to dispute the accuracy and relevance of the information
before the SFHA can move to deny the application. In additionpy abthe record must be
provided to the subject of the record [24 CFR 5.903(f) and 5.905(d)].

SFHA Policy

If, based on a criminal record or sex offender registration information an applicant family
appears to be ineligible, the SFHA will notify the family in writing of the proposed denial
and provide a copy of the record to the applicant and to the subjdot oécord. The
family will be given 15 calendardays to dispute the accuracy and relevance of the
information. If the family does not contact the SFHA to dispile information within

that 15day period, the SFHA will proceed with issuing the notice of denial of admission.
A family that does not exercise their right to dispute the accuracy of the information prior
to issuance of the official denial letter will still be given the opportunityaso as part

of the informal hearing process. (See Chapter 14)

Notice requirements related to denying admission to noncitizens are contained in Sédéion 3

Notice policies related to denying admission to applicants who may be victims of domestic
violence, dating violence, sexual assault or stalking are contained in Sedtién 3
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EXHIBIT 3-1: DETAILED DEFINITIONS RELATED TO DISABILITIES

Person with Disabilities [24 CFR 5.403]

The termperson with disabilitiesmeans a person who has any of theofgihg types of
conditions.

1 Has a disability, as defined in 42 U.S.C. Section 423(d)(1)(A), which reads:

Inability to engage in any substantial gainful activity by reason of any medically
determinable physical or mental impairment which can be expectedutt in death or

which has lasted or can be expected to last for a continuous period of not less than 12
months

In the case of an individual who has attained the age of 55 and is blind (within the
meaning of Ablindness o0 dhs tild)eirdability dydreasonofs e c t i
such blindness to engage in substantial gainful activity, requiring skills or ability
comparable to those of any gainful activity in which he has previously engaged with
some regularity and over a substantial periotinoé.

1 Has a developmental disability as defined in the Developmental Disabilities Assistance and
Bill of Rights Act of 2000 [42 U.S.C.15002(8)], which defines developmental disability in
functional terms as follows:

(A) IN GENERAL The termdevelopmental disabilittneans a severe, chronic disability of
an individual that

() is attributable to a mental or physical impairment or combination of mental and
physical impairments;

(ii) is manifested before the individual attains age 22;
(iii) is likely to continue indefinitely;

(iv) results in substantial functional limitations in 3 or more of the following areas of
major life activity: (I) selicare, (ll) receptive and expressive language, (lll) learning,
(IV) mobility, (V) self-direction, (V1) cgacity for independent living, (VII) economic
selfsufficiency; and

(v) reflects t he i ndividual 6s need for
interdisciplinary, or generic services, individualized supports, or other forms of assistance
that are of lifdong or extended duration and are individually planned and coordinated.

(B) INFANTS AND YOUNG CHILDRENT An individual from birth to age 9, inclusive,
who has a substantial developmental delay or specific congenital or acquired condition,
may be consideretb have a developmental disability without meeting 3 or more of the
criteria described in clauses (i) through (v) of subparagraph (A) if the individual, without
services and supports, has a high probability of meeting those criteria later in life.
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1 Has a jysical, mental, or emotional impairment that is expected to be ofclomghued and
indefinite duration; substantially impedes his or her ability to live independently, and is of
such a nature that the ability to live independently could be improveddrg suitable
housing conditions.

People with the acquired immunodeficiency syndrome (AIDS) or any conditions arising from the
etiologic agent for AIDS are not excluded from this definition.

A person whose disability is based solely on any drug or alc@pardience does not qualify as
a person with disabilities for the purposes of this program.

For purposes of reasonable accommodation and program accessibility for persons with
disabilities, the term person with disabilities refers to an individual withibapsl

Individual with Handicaps [24 CFR 8.3]

Individual with handicapsmeans any person who has a physical or mental impairment that
substantially limits one or more major life activities; has a record of such impairment; or is
regarded as having such pairment. The term does not include any individual who is an
alcoholic or drug abuser whose current use of alcohol or drugs prevents the individual from
participating in the program or activity in question, or whose participation, by reason of such
currentalcohol or drug abuse, would constitute a direct threat to property or the safety of others.
As used in this definition, the phrase:

(1) Physical or mental impairment includes:

(a) Any physiological disorder or condition, cosmetic disfigurement, or anatoriusal
affecting one or more of the following body systems: neurological; musculoskeletal;
special sense organs; respiratory, including speech organs; cardiovascular; reproductive;
digestive; genitaurinary; hemic and lymphatic; skin; and endocrine

(b) Any mentd or psychological disorder, such as mental retardation, organic brain
syndrome, emotional or mental illness, and specific learning disabilities. The term
physical or mental impairment includes, but is not limited to, such diseases and
conditions as orthagtlic, visual, speech and hearing impairments, cerebral palsy, autism,
epilepsy, muscular dystrophy, multiple sclerosis, cancer, heart disease, diabetes, mental
retardation, emotional iliness, drug addiction and alcoholism.

(2) Major life activities means funicins such as caring for one's self, performing manual tasks,
walking, seeing, hearing, speaking, breathing, learning and working.

(3) Has a record of such an impairment means has a history of, or has been misclassified as
having, a mental or physical impairnteihiat substantially limits one or more major life
activities.

(4) Is regarded as having an impairment means:

(a) Has a physical or mental impairment that does not substantially limit one or more major
life activities but that is treated by a recipient as constgusuch a limitation
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(b) Has a physical or mental impairment that substantially limits one or more major life
activities only as a result of the attitudes of others toward such impairment

(c) Has none of the impairments defined in paragraph (a) of this sectida treated by a
recipient as having such an impairment
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Chapter 4
APPLICATIONS, WAITING LIST AND TENANT SELECTION

INTRODUCTION

When afamily wishes to reside in public housing, the family must submit an application that
provides the SFHA with the information neede
requires the SFHA to place all eligible families that apply for public housing waiting list.

When a unit becomes available, the SFHA must select families from the waiting list in
accordance with HUD requirements and SFHA policies as stated in its Admissions and
Continued Occupancy Policy (ACOP) and its annual plan.

The SFHA is rquired to adopt a clear approach to accepting applications, placing families on the
waiting list, and selecting families from the waiting list, and must follow this approach
consistently. The actual order in which families are selected from the waiticgride affected

if a family has certain characteristics designated by HUD or the SFHA to receive preferential
treatment.

HUD regulations require that the SFHA comply with all equal opportunity requirements and it
must affirmatively further fair housingogls in the administration of the program [24 CFR
960.103, PH Occ GB p. 13]. Adherence to the selection policies described in this chapter
ensures that the SFHA will be in compliance with all relevant fair housing requirements, as
described in Chapter 2.

This chapter describes HUD and SFHA policies for accepting applications, managing the waiting

list and selecting families from the waiting list. The SFHAs policies for assigning unit size and
making unit offers are contained in Chapter 5. Together, Clsafptand 5 of the ACOP comprise

the SFHAOGs Tenant Selection and Assignment Pl

The policies outlined in this chapter are organized into three sections, as follows:

Part I: The Application Proces§his part provides an overview of the application
process, and discusses how applicants can obtain and submit applications. It also
specifies how the SFHA will handle the applications it receives.

Part 1l: Managing the Waiting LisfThis part presents the policies that govern how the
SFHAOGs was dtructargd, whensittis opened and closed, and how the public is
notified of the opportunity to apply for public housing. It also discusses the process the
SFHA will use to keep the waiting list current.

Part Ill: Tenant SelectionThis part describes thpolicies that guide the SFHA in
selecting families from the waiting list as units become available. It also specifies-how in
person interviews will be used to ensure that the SFHA has the information needed to
make a final eligibility determination.
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PART I: THE APPLICATION PROCESS

4-1.A. OVERVIEW

Thi s part describes t he policies t hat gui de
applications, and to make preliminary determinations of applicant family eligibility that affect
placement of the familyoh he wai ting | i st. This part al so

ensure the accessibility of the application process.

4-1.B. APPLYING FOR ASSISTANCE

Any family that wishes to reside in public housing must apply for admission to the program [24
CFR 1.4(b)(2)(ii), 24 CFR 960.202(a)(2)(iv), and PH Occ GB, p. 68]. HUD permits the SFHA

to determine the format and content of its applications, as well how such applications will be
made available to interested families and how applications will be accbptdide SFHA.

However, the SFHA must include Form HLE2006, Supplement to Application for Federally
Assisted Housing, as part of t36].eTheSSFHPAshadl a p p |
notify applicants of their right to include as part of their aggilon the name, address, telephone
number and other relevant information of a family member, friend, or social, health, advocacy or
other organization.

SFHA Policy

When thewaiting listis open, applications for housing will be accepted and entered into
the SFHA database, by date and time of receipt.

When it is expected that a family will be selected from the waiting list within 60 calendar
days of the date of application, the SFHA will send the family a Notice requesting an
initial application appointmd to determine eligibility. The Notice will include the date
and time of the application appointment. If the family fails to attend the application
meeting, the applicant will be removed from tisgiting list

At application, the family will be requiretd provide all of the information necessary to
establish family eligibility and the amount of rent the family will pay when selected from
the waiting list.

Families may obtain application forms, when thaiting list is open, on the SFHA
website (www.sfl.org). As a reasonable accommodation for persons with disabilities,
disabled families may also requésby telephone or by mail that an application form

be mailed to the familgissistance with the application

Completed applications must mmpleted online Applications must be filled out
completely in order to be accepted by the SFHA for processing. If an application is
incomplete, the SFHA will notify the family of the additional information required.
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4-].C. ACCESSIBILITY OF THE APPLICAT ION PROCESS

The SFHA must take a variety of steps to ensure that the application process is accessible to
those people who might have difficulty complying with the standard SFHA application process.

Disabled Populations [24 CFR 8; PH Occ GB, p. 68]

The SHA must provide reasonable accommodation as needed for persons with disabilities to
make the application process fully accessible. The facility where applications are accepted and

the application process must be fully accessible or the SFHA must provalemate approach

t hat provides equal access to the program. Ct
policies related to providing reasonable accommodations for people with disabilities.

Limited English Proficiency

The SFHA is required to ka reasonable steps to ensure meaningful access to its programs and
activities by persons with limited English proficiency [24 CFR 1]. Chapter 2 provides a full

di scussion on the SFHAOGs ©policies related to
proficiency (LEP).
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4-1.D. PLACEMENT ON THE WAITING LIST

The SFHA must review each completed application received and make a preliminary assessment
of the familyods eligibility. Applicants for
waiting list unless the SFHA determines the family to be ineligible. Where the family is
determined to be ineligible, the SFHA must notify the family in writing [24 CFR 960.208(a); PH
Occ GB, p. 41]. No applicant has a right or entitlement to be listed on the wastingy Ito any
particular position on the waiting list.

Ineligible for Placement on the Waiting List

SFHA Policy

If the SFHA determines from the information provided that a family is ineligible, the
family will not be placed on the waiting list. When amily is determined to be
ineligible, the SFHA will send written notification of the ineligibility determination
within 30 calendar days of receipt of the completed application. The notice will specify
the reasons for ineligibility, and will inform the fayiof its right to request an informal
hearing and explain the process for doing so (see Chapter 14).

Eligible for Placement on the Waiting List

SFHA Policy

Families wil.l be added and placed on the
process to be completed after the waiting list has been closed. Once each application has
been randomly assigned a number, the applications will be placed on they Wsitin

order of the assigned numbers following any family that is already been assigned a
number and on the waiting list.

The SFHA will accept all applications received during the opening of the waiting list, but
reserves the right to limit the nunrbef applications actually placed on the waiting list.

The SFHA will send written notification of the placement or 4ptacement of the
application on the waiting list within 30 calendar days of receiving the application or the
closing of the waiting listwhichever comes later.

Placement 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.

If the SFHA can determinedm the information provided that a family is ineligible, the
family will not be placed on the waiting list. Where a family is determined to be
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ineligible, the SFHA will send written notification of the ineligibility determination
within 30 calendar days okceiving a complete application or the closing date of the
waiting list, whichever comes later. 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 doingo (see Chapter 14).

The SFHA will assign families on the waiting list according to the bedroom size for
which a family qualifies as established in its occupancy standards (see Chapter 5).
Families may request to be placed on the waiting list for a siné smaller than
designated by the occupancy guidelines (as long as the unit is not overcrowded according
to SFHA standards and local codes). However, in these cases, the family must agree not
to request a transfer for five years after admission, utiresshave a change in family

size or composition.

Placement on the waiting list does not indicate that the family is, in fact, eligible for
admission. When the family is selected from the waiting list, the SFHA will verify any
preference(s) claimed and denine eligibility and suitability for admission to the
program.
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PART II: MANAGING THE WAITING LIST

4-11.A. OVERVIEW

The SFHA must have policies regarding the type of waiting list it will utilize as well as how the
waiting list will be organized and mared) This includes policies on notifying the public on the
opening and closing of the waiting list to new applicants, updating family information, purging
the list of families that are no longer interested in or eligible for public housing, and conducting
outreach to ensure a sufficient number of applicants.

In addition, HUD imposes requirements on how the SFHA may structure its waiting list and how
families must be treated if they apply for public housing at a SFHA that administers more than
one assisted huging program.

4-11.B. ORGANIZATION OF THE WAITING LIST

The SFHAO6s public housing waiting |list must b
to accurately identify and select families in the proper order, according to the admissions policies
descriled in this ACOP.

SFHA Policy
The waiting list will contain the following information for each applicant listed:

Name and social security number of head of household (At least one member of
the family must have a Social Security Number);

Unit size requirednumber of family members)

Amount and source of annual income

Accessibility requirement, if any

Date and time of application or application number

Household type (family, elderly, disabled)

Admission preference, if any

Race and ethnicity of the headhafusehold

The specific site(s) selected (only if SFHA offers-$itesed waiting lists)
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The SFHA may adopt one communityde waiting list or sitebased waiting lists. The SFHA
must obtain approval from HUD through submission of its Annual Plan beforayitoffer site

based waiting lists. SHleased waiting lists allow families to select the development where they
wish to reside and must be consistent with all applicable civil rights and fair housing laws and
regulations [24 CFR 903.7(b)(2)].

SFHA Policy

The SFHA will maintain one single communityde waiting list for its developments.
Within the list, the SFHA will designate subparts to easily identify who should be offered
the next available unit (i.e. mixed populations, general occupancy, unit asige,
accessible units).

Pursuant to existing Internal Revenue Service statutes (IRS), California Tax Credit
Allocation Committee (CTAC) requirements, and subject to the review and approval of
the SFHA, each tagredit HOPE VI development and designated HGHH a site may
implement its own marketing plan, accept and process applications based on its local
preferences, manage its own dimsed waiting lists and esite transfer policy. In so
doing, all applicable federal laws, executed contract requirememisagreements, and
other nonconflicting local policies shall be fully complied.

The SFHA will not merge the public housing waiting list with the waiting list for any
other program the SFHA operates.

HUD requires that public housing applicants musbtiered the opportunity to be placed on the

waiting list for any tenanbased or projedbased voucher or moderate rehabilitation program

that the SFHA operates if (1) the other progl
gualified for the otheprogram [24 CFR 982.205(a)(2)()].

HUD per mit s, but does not require, t hat SFHAD
public housing, Section 8, and other subsidized housing programs [24 CFR 982.205(a)(1)].

SFHA Policy

The SFHA will not merg the public housing waiting list lot with the waiting list for any
other program the SFHA operates.

Site Based Waiting Lists

The San Francisco Housing Authority will establish and manage separate waiting lists for
individual projects or buildings that areceiving PBV assistance as part of a Rental
Assistance Demonstration (ARADO) conversio
Voucher (APBVO) as s i-lbasedwaiting listwill deeimplerReaitBd, as s
More information on Sitdased Waitlist is located in the Housing Choice Voucher
Administrative Plan.
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4-11.C. SITE BASED WAITING LISTS

If the SFHA establishe site-based waiting lists both current and new applicants may choose
which sitebased waitindist they wish to be placed on and may submit an application for as
many sites as where they would choose to live.

When there are insufficient applicants on a-b#sed waiting list the SFHA will contact
applicants on all other waiting lists who mayalify for the type of housing with insufficient
applicants. Al nsufficient applicantso on a
vacancies for at least three (3) months based on anticipated turnover at the development.

Every reasonable ach will be taken by the SFHA to assure that applicants can make informed
choices regarding the development(s) in which they wish to reside. The SFHA will disclose
information to applicants regarding the location of available sites. The SFHA will alsoen

basic information relative to amenities such as day care, security, transportation, training
programs, and an estimate of the period of time that the applicant will likely have to wait to be
admitted to units of different types.

Monitoring SiteBasedWaiting Lists

The system of sitbased waiting lists will be carefully monitored to assure that civil rights and
fair housing are affirmatively furthered. In order to monitor the-lsteed waiting lists the
SFHA will:

1 Monitor its system of sitbased waing lists at least biannually to assure that racial
steering does not occur . | f -bated avaitisgHist A6 s b
indicates that a pattern of racial steering is or may be occurring, the SFHA will take
corrective action.

1 At lead every five years use independent testers to ensure that applicants are not treated
differently based upon race or ethnicity and that no patterns of discrimination exist.
1 Assess changes in racial, ethnic or disabighated resident composition at eg@RHA

site that has occurred during the implementation of thebased waiting lists. Each year
the SFHA will make this assessment based on PIH Information Center (PIC) data that has
been confirmed to be complete and accurate by an independent pulibc. aud
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4-11.D OPENING AND CLOSING THE WAITING LIST
Closing the Waiting List

The SFHA is permitted to close the waiting list, in whole or in part, if it has an adequate pool of
families to fully lease units in all of its developments. The SFHA may dlusevaiting list
completely, or restrict intake by preference, type of project, or by size and type of dwelling unit.
[PH Occ GB, p. 31].

SFHA Policy

The SFHA will close the waiting list when the estimated waiting period for housing
applicants on the liseaches 24 months for the most current applicants. Where the SFHA
has particular preferences or other criteria that require a specific category of family, the
SFHA may elect to continue to accept applications from these applicants while closing
the waitirg list to others.

Reopening the Waiting List

If the waiting list has been closed, it may be reopened at any time. The SFHA should publish a
notice announcing the opening of the waiting list in local newspapers of general circulation,
minority media, and ther suitable media outlets. Such notice must comply with HUD fair
housing requirements. The SFHA should specify who may apply, and where and when
applications will be received.

SFHA Policy

The SFHA will announce the reopening of the waiting list at l&&stalendar days prior to the
date applications will first be accepted. If the list is only being reopened for certain categories of
families, this information will be contained in the notice.

The SHA will give public notice by publishing the relevanfanmation on the SFHA website.
In addition the SFHA may also provide public notice through suitable media outlets including,
but not limited to:

o The San Francisco Chronicle

Minority-owned and foreign language newspapers

Posting in the lobby of the A office at 1815 Egbert Ave, San Francisco, CA
Posting in the lobby of the $A Leased Housing Division office

Radio and television stations in order to inform the visually impaired

Notices circulated for posting at social service agencies, community cantetise Bay
Area public housing agencies

O O O0OO0Oo

o Posting at the RAD property and the offices of the agencies managing and providing services
for the property.
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4-11.E. FAMILY OUTREACH [24 CFR 903.2(d): 24 CFR 903.7(a) and (b)]

The SFHA should conduct outreach m@escessary to ensure that the SFHA has a sufficient
number of applicants on the waiting list to fill anticipated vacancies and to assure that the SFHA
is affirmatively furthering fair housing and complying with the Fair Housing Act.

Because HUD requires ¢hSFHA to admit a specified percentage of extremely low income
families, the SFHA may need to conduct special outreach to ensure that an adequate number of
such families apply for public housing.

SFHA outreach efforts must comply with fair housing requeets. This includes:

1 Analyzing the housing market area and the populations currently being served to identify
underserved populations

1 Ensuring that outreach efforts are targeted to media outlets that reach eligible populations
that are underrepresentedtlie program

1 Avoiding outreach efforts that prefer or exclude people who are members of a protected class

SFHA outreach efforts must be designed to inform qualified families about the availability of
units under the program. These efforts may include, edatk any of the following activities:

1 Submitting press releases to local newspapers, including minority newspapers
1 Developing informational materials and flyers to distribute to other agencies

1 Providing application forms to other public and private agenthat serve the low income
population

1 Developing partnerships with other organizations that serve similar populations, including
agencies that provide services for persons with disabilities

SFHA Policy

The SFHA will monitor the characteristics of the ptgtion being served and the
characteristics of the population as a who
efforts will be undertaken if a comparison suggests that certain populations are being
underserved.
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4-1I.F. REPORTING CHANGES IN FAMILY CIRCUMSTANCES

SFHA Policy

While the family is on the waiting list, the family must inform the SFHA, calendar

days, of changes in family size or composition, preference status, or contact information,
including current residence, mailing address, anghpmumber. The changes must be
submittedat the SFHA Applicant Portal, located on the SFHA website, www.sfha.org.

Changes in an applicant's circumstances while on the waiting list may affect the family's
gualification for a particular bedroom size or entittement to a preference. When an
applicant reports a change that affects their placement on the waiting lisgithne) Wst

will be updated accordingly.
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4-11.G. UPDATING THE WAITING LIST

HUD requires the SFHA to establish policies that describe the circumstances under which
applicants will be removed from the waiting list [24 CFR 960.202(a)(2)(iv)].

Purging the Waiting List

The decision to remove an applicant family that includes a person with disabilities from the
waiting list is subject to reasonable accommodation. If the applicant did not respond to the
SFHAG6s request for inforamaitlipynmembempdataeiss dbleic
must , upon the familybds request, reinstate t|
waiting list as a reasonable accommodation [24 CFR 8.4(a), 24 CFR 100.204(a), and PH Occ
GB, p. 39 and 40]. See Chapter 2 fiarther information regarding reasonable accommodations.

SFHA Policy

The waiting list will be updated as needed to ensure that all applicant information is
current and timely.

To update the waiting list, the SFHA will send an update request vialfisst mail or €

mail (if an email address is provided to the SFHA) to each family on the waiting list to
determine whether the family continues to be interested in, and to qualify for, the
program. This update request will be sent to the last addresents or email, that the

SFHA has on record for the family. The update request will provide a deadline by which
the family must respond and will state tha
name being removed from the waiting list.

Thef ami | yo6s r esupgmitaddhreughrtiesSEHARplicant Portal.

If the family fails to respond within 15 calendar days, the family will be removed from
the waiting list without further notice.

If the notice is returned by the post office with noafarding address, the applicant will
be removed from the waiting list without further notice.

If the notice is returned by the post office with a forwarding address, the notice wil be re
sent to the address indicated. The family will have 15 calendartdagspond from the
date the letter was +=ent. If the family fails to respond within this time frame, the family
will be removed from the waiting list without further notice.

The family may request to be reinstated to wating list within one year othe withdraw
date. The family may request an informal review resulting from removal efahimg list
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Removal from the Waiting List

SFHA Policy

The SFHA will remove an applicant from the waiting list upon request by the applicant
family. In such cases no informal hearing is required.

If the SFHA determines that the family is not eligible for admission (see Chapter 3) at
any time while the familyis on the waiting list the family will be removed from the
waiting list.

If a family is removed from the waiting list because the SFHA has determined the family

i's not eligible for admission, a notice wi
as to any alternate address provided on the initial application. The notice will state the
reasons the family was removed from the waiting list and will inform the family how to
request an infor mal hearing regarddFRg t he
960.208(a)].
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PART IIl: TENANT SELECTION

4-111.A. OVERVIEW

The SFHA must establish tenant selection policies for families being admitted to public housing
[24 CFR 960.201(a)]. The SFHA must not require any specific income or racial quotas for any
developments [24 CFR 903.2(d)]. The SFHA must not assign persons to a particular section of a
community or to a development or building based on race, color, religion, sex, disability, familial
status or national origin for purposes of segregating papotaf24 CFR 1.4(b)(1)(iii) and 24

CFR 903.2(d)(1)].

The order in which families will be selected from the waiting list depends on the selection
method chosen by the SFHA and is impacted in part by any selection preferences that the family
gualifies for. The availability of units also may affect the order in which families are selected
from the waiting list.

The SFHA must maintain a clear record of all information required to verify that the family is
selected from the wai t i ng eléction tpolicies 24 ICER n g t
960.206(e) (2)]. The SFHAOGs ©policies must be
applications. The SFHA must provide a copy of its tenant selection policies upon request to any
applicant or tenant. The SFHA may charge theilfafar providing a copy of its tenant selection

policies [24 CFR 960.202(c)(2)].

SFHA Policy

When an applicant or resident family requ
policies, the SFHA will provide copies to them free of charge.
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4-111.B. SELEC TION METHOD

The SFHA must describe the method for selecting applicant families from the waiting list,
including the system of admission preferences that the SFHA will use [24 CFR 982.202(d)].

Local Preferences [24 CFR 982.207; HCV p.-46]

The SFHA is pemitted to establish local preferences, and to give priority to serving families that
meet those criteria. HUD specifically authorizes and places restrictions on certain types of local
preferences. HUD also permits the SFHA to establish other local preésteat its discretion.

Any local preferences established must be consistent with the SFHA plan and the consolidated
plan, and must be based on local housing needs and priorities that can be documented by
generally accepted data sources.

SFHA Policy

The SFHA adopted the following local preferences during the Annual Plan Process in
2016. All preferences must be verified at the time of intake. If an applicant is unable to
provide verification at the time of intake, the applicant will be placed back omaitieg

list according to the date and time of application. All preferences are mutually exclusive
except for the Absolute Veteran/Surviving Spouse of Veteran, which may be combined
with any other preference. Applicants with an equal preference valudevielected
based on the earliest date and time of application.

(An applicant family includes, but not limited to: 1) family with or without children; 2) an
elderly family; 3) a neaelderly family; 4) a disabled family; 5) a displaced family; 6)
the renaining member of a tenant family and 7) a single person who is not elderly or
displaced person with disabilities, or the remaining member of a tenant family. [24 CFR
5.403].

Veteran /Surviving Spouse of Veteran (1 Point)

Homeless in Permanent Supportive Housingnd Shelters DHSHHSA/DPH
Referral Preference (7 points)

= =4

1 Involuntary Displacement from residence in San Franciscgb points)
1 Homeless in San Franciscb points)

Veteran/Surviving Spouse of Veteran
CalifornaHeah and Safety Code section 34322.2(b) st

each preference category to families of veter
recognized by a local, state or federal government agency as a veterghganeceiveor
qualify f or veteranos benefits. Therefor e, vet e

preference within each of SFHAGs preference ¢

113
San Francisco Housing Authority
Admissions and Continued Occupancy Policy
2016



Preferences
The following preferences are mutually exclusive. An applicant famiigited to selecting
one of the following:

Homeless in Permanent Supportive Housingand Shelters DHSH/HSA/DPH Referral
Preference(7 points)

Preference for families referred to by the City and County of San Frafégartment of
Homelessness and SuppegtHousing (DHSH}luman Services Agency (HSA) and
Department of Public Health (DPH) that are transitioning from San Francisco Permanent
Supportive Housing units or San Francisco Sheltérkeqe families are still considered

homeless for reporting purpess t o HUD. This Amove upo prefer

significantly to the communityés overall

currently homeless families and individuals with disabilities who need housing combined with

services)

Involuntary Displacement (5 points)

An applicant is or will be involuntarily displaced if the applicant has vacated or will have to
vacate his or her housing unit as a result of one or more of the following actions:

1 Natural Disaster A disaster such asfire, flood or earthquake that resulted in the
inhabitability of the applicantds uni

91 Domestic Violence, Dating Violence, Sexual Assault, and Stalidmgapplicant or the
affiliated individual of an applicantyho has vacated due to actual or theaatl physical

effo

violence directed against the applicant or

by a spouse or other household member, who lives in housing with an individual who

engages in such violence.
1 Victim of Hate Crime/Violent CrimeActualor threatened physical violence or
intimidation directed against an applicant and his/her property that is based on the

personbs race, <color, creed, religion,

sexual orientation, gender identity, don@g@artner status, marital status, disability or

nat

Acquired Immune Deficiency Syndrome or HIV status (AIDS/HIV status), or association
with members of such protected classes, that is documented by law enforcement agency

stating that the applicant is in anrmadiate lifethreatening situation and that an
immediate transfer would minimize the problem.

1 Government Actianan action of a government agency related to code enforcement or

public improvement or development.
Landlord Action an action by a housingome r t hat resul ts in

an a|

vacate his or her unit, where the reason f
ability to control or prevent, and despite the applicant having met all previously imposed
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conditions of occupancy, anide action is other than a rent increase.

Homeless in San Francisc¢b points)
An applicant family qualifies for this preference when the family:

1 Lacks a fixed regular, and adequate nighttime residence; and/or
1 Has a primary residence that is:
0 A supervisegublicly or privately operated shelter or transitional housing
residence designed to provide temporary living accommodations; or
0 An institution that provides a residence for an individual; or
o0 A public or private place not designed for or ordinarily used eegular sleeping
accommodation for human beings;
o Not accessible to a family member with a disability.
1 Families with minor children in a Single Room Occupancy (SRO) unit.
T Seniors and/ or Disabled Individuals |living

Prohibition of Preference Applicant was evicted for drugelated and/or criminal activity
The SFHA will not give any preference to an applicant if any member of the family is a person
who was evicted within the three years prior to applying because ofelaigd criminal activity
from any assisted housing program. The SFHA may consider granting a preference in any of the
following cases:
1 If the SFHA determines that the evicted person has successfully completed a
rehabilitation program approved by the SFHA; or
1 If the SFHA determias that the evicted person clearly did not participate in or knew
about the drug related criminal activity; or
1 If the SFHA determines that the evicted person no longer participates in areldegl
criminal activity
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Income Targeting Requirement [24 G-R 960.202(b)]

HUD requires that extremely lemcome (ELI) families make up at least 40 percent of the
families admitted to public housing during th
annual incomes at or belotlie federal poverty level @0 percent of the area median income,
whichever number is higheFgderal Registenotice 6/25/14]To ensure this requirement is met,

the SFHA may skip nei&LI families on the waiting list in order to select an ELI family.

If the SFHA also operatestausing choice voucher (HCV) program, admissions of extremely

low-i ncome families to the SFHA6s HCV program di
mi ni mum target requirement for the voucher pr
targding requirement in the public housing program for the same fiscal year. However, under
these circumstances the fiscal year credit to the public housing program must not exceed the
lower of: (1) ten percent of public housing waiting list admissions duhedsFHA fiscal year;

(2) ten percent of waiting |ist admissions to
the SFHA fiscal year; or (3) the number of qualifying {mwome families who commence
occupancy during the fiscal year of SFHA public hogsunits located in census tracts with a

poverty rate of 30 percent or more. For this purpose, qualifyingnoame family means a low

income family other than an extremely lomcome family.

SFHA Policy

The SFHA will monitor progress in meeting the Eelguirement throughout the fiscal
year. ELI families will be selected ahead of other eligible families on-aeeded basis
to ensure that the income targeting requirement is met.

Mixed Population Developments [24 CFR 960.407]

A mixed population devefament is a public housing development or portion of a development
that was reserved for elderly families and disabled families at its inception (and has retained that
character) or the SFHA at some point after its inception obtained HUD approval to give
preference in tenant selection for all units in the development (or portion of a development) to
elderly and disabled families [24 CFR 960.102]. Elderly family means a family whose head,
spouse, cénead, or sole member is a person who is at least 62 yeageoDisabled family
means a family whose head, spousehead, or sole member is a person with disabilities [24
CFR 5.403]. The SFHA must give elderly and disabled families equal preference in selecting
these families for admission to mixed populati@velopments. The SFHA may not establish a
limit on the number of elderly or disabled families that may occupy a mixed population
development. In selecting elderly and disabled families to fill these units, the SFHA must first
offer the units that havaccessibility features for families that include a person with a disability
and require the accessibility features of such units. The SFHA may not discriminate against
elderly or disabled families that include children (Fair Housing Amendments Act of.1988
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Units Designated for Elderly or Disabled Families [24 CFR 945]

The SFHA may designate projects or portions of a public housing project specifically for elderly
or disabled families. The SFHA must have a Hbliproved allocation plan before the
designabn may take place.

Among the designated developments, the SFHA must also apply any preferences that it has
established. If there are not enough elderly families to occupy the units in a designated elderly
development, the SFHA may allow nesdderly famlies to occupy the units [24 CFR
945.303(c)(1)]. Neaelderly family means a family whose head, spouse, drezal is at least

50 years old, but is less than 62 [24 CFR 5.403].

If there are an insufficient number of elderly families and 1edderly familes for the units in a
development designated for elderly families, the SFHA must make available to all other families
any unit that is ready for neental and has been vacant for more than 60 consecutive days [24
CFR 945.303(c)(2)].

The decision of any dabled family or elderly family not to occupy or accept occupancy in
designated housing shall not have an adverse effect on their admission or continued occupancy in
public housing or their position on or placement on the waiting list. However, thistmote

does not apply to any family who refuses to occupy or accept occupancy in designated housing
because of the race, color, religion, sex, disability, familial status, or national origin of the
occupants of the designated housing or the surroundind2ar€&FR 945.303(d)(1) and (2)].

This protection does apply to an elderly family or disabled family that declines to accept
occupancy, respectively, in a designated project for elderly families or for disabled families, and
requests occupancy in a genesatupancy project or in a mixed population project [24 CFR
945.303(d)(3)]-

SFHA Policy
The SFHA has designated senior and/or disabled housing at this time.
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Deconcentration of Poverty and IncomeMixing [24 CFR 903.1 and 903.2]

The SFHA's admission poly must be designed to provide for deconcentration of poverty and
incomemixing by bringing higher income tenants into lower income projects and lower income

tenants into higher income projects. A statem
in included in its annual plan [24 CFR 903.7(b)].
The SFHAO6s deconcentration policy must compl

targeting requirement [24 CFR 903.2(c)(5)].

Developments subject to the deconcentration requirement are referred tocasver ed
devel opment sé and i nclude gener al occupancy
following developments are not subject to deconcentration and income mixing requirements: (1)
Developments operated by the SFHA with fewer than 100 public lpusiits; (2) Mixed
population or developments designated specifically for elderly or disabled families; (3)
Developments operated by the SFHA with only one general occupancy development; (4)
developments approved for demolition or for conversion to tepased public housing; and (5)
developments approved for a mixtidance plan using HOPE VI or public housing funds [24

CFR 903.2(b)].

Steps for Implementation [24 CFR 903.2(c)(1)]

To implement the statutory requirement to deconcentrate poverty and pimvideome mixing
in covered developments, the SFHA must comply with the following steps:

Step 1. The SFHA will determine the average income of all families residing in all the SFHA's
covered developments. The SFHA may use the median income, insteadrajeaincome,
provided that the SFHA includes a written explanation in its annual plan justifying the use of
median income.

Step 2. The SFHA will determine the average income (or median income, if median income was
used in Step 1) of all families residimg each covered development. In determining average
income for each development, the SFHA has the option of adjusting its income analysis for unit
size in accordance with procedures prescribed by HUD.

Step 3. The SFHA will then determine whether eachtdvered developments falls above,
within, or below the established income range (EIR), which is from 85% to 115% of the average
family income determined in Step 1. However, the upper limit must never be less than the
income at which a family would be dieéd as an extremely low income family (30% of median
income).

Step 4. The SFHA with covered developments having average incomes outside the EIR will then
determine whether or not these developments are consistent with its local goals and annual plan.

Step5. Where the income profile for a covered development is not explained or justified in the
annual plan submission, the SFHA will include in its admission policy its specific policy to
provide for deconcentration of poverty and income mixing.
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A family has the sole discretion whether to accept an offer of a unit made under the SFHA's
deconcentration policy. The SFHA will not take any adverse action toward any eligible family

for choosing not to accept an offer of a unit under the SFHA's deconcentraiion[@dl CFR
903.2(c)(4)].

If, at annual review, the average incomes at all general occupancy developments are within the
EIR, the SFHA will be considered to be in compliance with the deconcentration requirement and
no further action is required.
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Order of Selection [24 CFR 960.206(e)]

The SFHA system of preferences may select families either according to the date and time of
application or by a random selection process.

SFHA Policy

Families will be selected from the waiting list based on preference(s). g\aylicants
with the same preference, families will be selected on adwste, firstserved basis
according to the date and time their complete application is received by the SFHA.

When selecting applicants from the waiting list the SFHA will matchctiegacteristics

of the available unit (unit size, accessibility features, unit type/designation) to the
applicants on the waiting lists. The SFHA will offer the unit to the highest ranking
applicant who qualifies for that unit size or type, or that requitee accessibility
features.

By matching unit and family characteristics, it is possible that families who are lower on
the waiting list may receive an offer of housing ahead of families with an earlier date and
time of application or higher preferencatsis.

Factors such as deconcentration or income mixing and income targeting will also be
considered in accordance with HUD requirements and SFHA policy.

Public Housing

Preference Points
Veteran/Surviving Spouse (add 1 point to the highest eligiteterence category) (+1)

Homeless In Permanent Supportive Housing and Shelters DHSH/HSA/DPH Re

Preference 7
Involuntarily Displaced from San Francisco residence 5
Homeless In San Francisco 5

Note: Applicants with same point value Wil pulled according to date and time.
The above preferences are specifically described in the Local Preference Section of this policy

Public Housing Resident Transfer List Preferences (Order of Move:
Reasonabléccommodations Exhaust list
Emergency Transfers First 5
Waiting List in Order of Preference Next 5

Note: The SFHA has the discretion to moveamergency, administrative transfers as deemed necessary.
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4-111.C. NOTIFICATION OF SELECTION
When thefamily has been selected from the waiting list, the SFHA must notify the family.

SFHA Policy
The SFHA will notify the family by first class mail when it is selected from the waiting
list.

The notice will inform the family of the following:

Date, time, andocation of the scheduled application interview, including any
procedures for rescheduling the interview

Who is required to attend the interview

Documents that must be provided at the interview to document eligibility for a
preference, if applicable. Fdims who reported a preference must verify the

preference. Verification methods include verification f family status from
homeless service agencies and verification of family status frorpirodin

agencies

All documents that must be provided at thieiiew, including information about
what constitutes acceptable documentation.

If a notification letter is returned to the SFHA with no forwarding address, the family will
be removed from the waiting list without further notice. Such failure to acteopdtt of
the applicant prevents the SFHA from making an eligibility determination.

The family may request to be reinstated to titing list within one year of the
withdraw date. The family may request an informal review resulting from removal of the
waiting list
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4-111.D. THE APPLICATION INTERVIEW

HUD recommends that the SFHA obtain the information and documentation needed to make an
eligibility determination through a private interview. Being invited to attend an interview does
not constitute admigs to the program.

Assistance cannot be provided to the family until all SSN documentation requirements are met.
However, if the SFHA determines that an applicant family is otherwise eligible to participate in
the program, the family may retain its plamethe waiting list for a period of time determined by

the SHNotice PIH 201210].

Reasonable accommodation must be made for persons with disabilities who are unable to attend
an interview due to their disability [24 CFR 8.4(a) and 24 CFR 100.204(a)].

SHHA Policy

Families selected from the waiting list are required to participate in an eligibility
interview.

The head of household and the spouse&ad will be strongly encouraged to attend the
interview together. However, either the head of househottieospouse/cbead shall
attend the interview on behalf of the family. Verification of adult members of the family
will not commence until all release forms are submitted to the SFHA. The interview will
be conducted only if the head of household or spmehead provides appropriate
documentation of legal identity (Chapter 7 provides a discussion of proper documentation
of legal identity). If the family representative does not provide the required
documentation, the appointment may be rescheduled wWigeproper documents have
been obtained.

Pending disclosure and documentation of social security numbers, the SFHA will allow
the family to retain its place on the waiting list funety (90) calendar days. If not all
household members have disclosedrt&&Ns at the next time a unit becomes available,
the SFHA will offer a unit to the next eligible applicant family on the waiting list.

If the family is claiming a waiting list preference, the family must provide documentation
to verify their eligibility for a preference (see Chapter 7). If the family is verified as
eligible for the preference, the SFHA will proceed with the interviewthdf SFHA
determines the family is not eligible for the preference, the interview will not proceed and
the family will be placed back on the waiting list according to the date and time of their
application.

The family must provide the information necesstrg est abl i sh t he f am
including suitability, and to determine the appropriate amount of rent the family will pay.

The family must also complete required forms, provide required signatures, and submit
required documentation. If any matdsiare missing, the SFHA will provide the family

with a written list of items that must be submitted.
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Any required documents or information that the family is unable to provide at the
interview must be provided withib5 calendar days of the interview @tter 7 provides
details about longer submission deadlines for particular items, including documentation
of Social Security numbers and eligible noncitizen status). If the family is unable to
obtain the information or materials within the required timeméathe family may
request an extension. If the required documents and information are not provided within
the required time frame (plus any extensions), the family will be sent a notice of denial
(see Chapter 3).

An advocate, interpreter, or other assistaay assist the family with the application and
the interview process.

Interviews will be conducted in English. For Limited English Proficient (LEP) applicants,
the SFHA will provide transl|l ation services

If the family is unable to attend a scheduled interview, the family should contact the
SFHA at least 24 hours in advance of the interview to schedule a new appointment. In all
circumstances, if a family does not attend a scheduled interview, the SFHA will send
anotler notification letter with a new interview appointment tinfgplicants who fail to
attend two scheduled interviews without SFHA approval will have their applications
made inactive based on the familyds failur
eligibility. The second appointment letter will state that failure to appear for the
appointment without a request to reschedule will be interpreted to mean that the family is
no longer interested and their application will be made inactive. Such falae on

the part of the applicant prevents the SFHA from making an eligibility determination;
therefore the SFHA will not offer an informal hearing.
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4-111.E. FINAL ELIGIBILITY DETERMINATION [24 CFR 960.208]

The SFHA must verify all information providdxy the family (see Chapter 7). Based on verified
information related to the eligibility requirements, including SFHA suitability standards, the
SFHA must make a final determination of eligibility (see Chapter 3).

When a determination is made that a famigyeligible and satisfies all requirements for
admission, including tenant selection criteria, the applicant must be notified of the approximate
date of occupancy insofar as that date can be reasonably determined [24 CFR 960.208(b)].

SFHA Policy
The SFHAwIll notify a family in writing of their eligibility within 30 calendar days.

The SFHA must promptly notify any family determined to be ineligible for admission of the
basis for such determination, and must provide the applicant upon request, withsoreabéa

time after the determination is made, with an opportunity for an informal hearing on such
determination [24 CFR 960.208(a)].

SFHA Policy

If the SFHA determines that the family is ineligible, the SFHA will send written
notification of the ineligibity determination within 30 calendar days of the

determination. The notice will specify the reasons for ineligibility, and will inform the
family of its right to request an informal hearing (see Chapter 14).

If the SFHA uses ariminal record or sex offather registration information obtained under 24

CFR 5, Subpart J, as the basis of a denial, a copy of the record must precede the notice to deny,
with an opportunity for the applicant to dispute the accuracy and relevance of the information
before the SFHAcan move to deny the application. See Sectionl31 . G f or t he SFH:/
regarding such circumstances.

Upon making an eligibility determination, the PHA must provide the family a notice of VAWA
rights as well as HUD VAWA seltertification form (form HUD-50056) in accordance with the
Violence against Women Act of 2013, and as outline iRVL&. The notice and self
certification form must accompany the written notification of eligibility determination. This
notice must be provided in both of the follong instances: (1) when a family is notified of its
eligibility, or (2) when a family is notified of its ineligibility.
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Chapter 5
OCCUPANCY STANDARDS AND UNIT OFFERS

INTRODUCTION

The SFHA must establish policies governing occupancy of dwelling units and offering dwelling
units to qualified families.

This chapter contains policies for assigning unit size and making unit offers. HlAO s
waiting list and selection policies are contained in Chapter 4. Together, Chapters 4 and 5 of the
ACOP comprise the SFHAO6s Tenant Selection and

Policies in this chapter are organized in two parts.

Part I: Occupancy Standards Thi s part contains the SFHAO
the appropriate unit size for families of different sizes, compositions, and types.

Part Il: Unit Offers Thi s part contains the SFHAOGs po
describes actions to baken when unit offers are refused.
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PART I: OCCUPANCY STANDARDS

5-1.LA. OVERVIEW

Occupancy standards are established by the SFHA to ensure that units are occupied by families
of the appropriate size. This policy maintains the maximum usefulness afnitsg while
preserving them from underutilization or from excessive wear and tear due to overcrowding. Part

| of this chapter explains the occupancy standards. These standards describe the methodology
and factors the SFHA will use to determine the siz# fom which a family qualifies, and
includes the identification of the minimum and maximum number of household members for
each unit size. This part also identifies circumstances under which an exception to the occupancy
standards may be approved.
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5-1.B. DETERMINING UNIT SIZE

In selecting a family to occupy a particular unit, the SFHA may match characteristics of the
family with the type of unit available, for example, number of bedrooms [24 CFR 960.206(c)].

HUD does not specify the number of persons wiay live in public housing units of various
sizes. SFHAs are permitted to develop appropriate occupancy standards as long as the standards
do not have the effect of discriminating against families with children [PH Occ GB, p. 62].

Although the SFHA does termine the size of unit the family qualifies for under the occupancy
standards, the SFHA does not determine who shares a bedroom/sleeping room.

The SFHAG6s occupancy standards for determini
consistent with fair housg requirements.

SFHA Policy
The SFHA will use the same occupancy standards for each of its developments.

The SFHAO6s occupancy standards are as foll

The SFHA will assign one bedroom for each two persons within the household,
except in the following caumstances:

One (1) bedroom will be provided for the hezfehousehold and spouse or
domestic partner or ebead and an additional bedroom for each two (2) persons
within the household.

Persons of different generations will not be required to share adredr

Live-in aides will be allocated a separate bedroom. No additional
bedrooms will be provided forthelien ai dedés f amil y.

Single person families will be allocated a zero or one bedroom.
Foster children will be included in determining unit size.

Children of the opposite sex, other than those under five (5) years old,
may not be required to occupy the same bedroom or living/sleeping room.
Children of opposite gender identification will be identified for
subsidy/room determinations with the gendentified by the Head of
Household.

127
San Francisco Housing Authority
Admissionsand Continued Occupancy Policy
2015



The SFHA will reference the following standards in determining the appropriate unit
bedroom size for a family:

BEDROOM SIZE I\P/IIIEI\FIQIQACL)JIQIASNUMBER OF E)/Ié);’IIQAIRL’JSMONSNUMBER
0 1 2

1 1 4

2 2 6

3 3 3

4 4-6 10

° 6-8 12

6 8-10 14
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5-1.C. EXCEPTIONS TO OCCUPANCY STANDARDS
Types of Exceptions

SFHA Policy

The SFHA will consider granting exceptions
request if the SFHA determines the exception is justified by the relationship, age, sex,
health or disability of family members, or other personal circumstances.

For exanple, an exception may be granted if a larger bedroom size is needed for medical
equipment due to its size and/or function, or as a reasonable accommodation for a person
with disabilities. An exception may also be granted for a smaller bedroom size $n case
where the number of household members exceeds the maximum number of persons
allowed for the unit size in which the family resides (according to the chart in Seetion 5
1.B) and the family does not want to transfer to a larger size unit.

When evaluating eception requests the SFHA will consider the size and configuration of
the unit. In no case will the SFHA grant an exception that is in violation of local housing
or occupancy codes, regulations or laws.

Requests from applicants to be placed on the walistgor a unit size smaller than
designated by the occupancy standards will be approved as long as the unit is not
overcrowded according to local code, and the family agrees not to request a transfer for a
period of two years from the date of admissianiess they have a subsequent change in
family size or composition.

Processing of Exceptions

SFHA Policy
All requests for exceptions to the occupancy standards must be submitted in writing.

In the case of a request for exception as a reasoaabtemmodation, the SFHA will
encourage the resident to make the request in writing using a reasonable accommodation
request form. However, the SFHA will consider the exception request any time the
resident indicates that an accommodation is needed whetheot a formal written
request is submitted.

Requests for a larger size unit must explain the need or justification for the larger size
unit, and must include appropriate documentation. Requests based onrdiatdth
reasons must be verified by a knoddeable professional source, unless the disability
and the disabilityrelated request for accommodation is readily apparent or otherwise
known.

The SFHA will notify the family of its decision within 30 calendar days of receiving the
famil yébs request.
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PART II: UNIT OFFERS

24 CFR 1.4(b)(2)(ii); 24 CFR 960.208
5-1I.A. OVERVIEW

The SFHA must assign eligible applicants to dwelling units in accordance with a plan that is
consistent with civil rights and nondiscrimination laws.

In filling an actual or expectedacancy, the SFHA must offer the dwelling unit to an applicant in
the appropriate offer sequence. The SFHA will offer the unit until it is accepted. This section

describes the SFHAG6s policies with regard to
apd i cants selected from the waiting |ist. Thi
offering units with accessibility features.

SFHA Policy

The SFHA will maintain a record of units offered, including location, date and
circumstances of each offegach acceptance or rejection, including the reason for the
rejection.

5-11.B. NUMBER OF OFFERS
SFHA Policy

After accepting the offer of housing, the applicant will be shown a vacant unit in their
referred location. Units and applicants are matched laséte size and type of housing
required by an applicant, taking into account priorities for accessibility and allocation
plans. The applicant will be offered a suitable unit in that location. If the offer is
rejected, the applicant will be offered thexh suitable unit that becomes available,
whether it is at the same location as the first offer or at another location. The second unit
offer will be the final offer, unless there is good cause for refusing the offer.

The Client Placement Department will wthdraw the application after the applicant
declines the offer of housing (without Agood
re-apply when thewaiting list is open.
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5-11.C. TIME LIMIT FOR UNIT OFFER ACCEPTANCE OR REFUSAL

SFHA Policy

Applicants must accept or refuse a unit offer witkgvencalendadaysof the date of the
unit offer.

Offers made by telephone will be confirmed by letter

5-11.D. REFUSALS OF UNIT OFFERS
Good Cause for Unit Refusal

An elderly or disabled family may decline affen for designated housing. Such a refusal must
not adversely affect the family's position on or placement on the public housing waiting list [24
CFR 945.303(d)].

SFHA Policy

Applicants may refuse to accept a unit offer fgonod cause." Good causeancludes
situations in which an applicant is willing to move but is unable to do so at the time of the
unit offer, or the applicant demonstrates that acceptance of the offer would cause undue
hardship not related to c on snatibealaugin,eicns of
[PH Occ GB, p. 104]. Examples of good cause for refusal of a unit offer include, but are
not limited to, the following:

T I'naccessibility to source of empl oyment ,
care, or educational prografor children with disabilities, so that accepting the unit
offer would require the adult household member to quit a job, drop out of an
educational institution or job training program, or take a child out of day care or an
educational program for childrevith disabilities

T The family demonstrates to the SFHAOGs sat
a family memberdés | ife, health or safety
and compelling documentation such as restraining orders, ather orders, or risk
assessments related to witness protection from a law enforcement agency,
documentation of domestic violence, dating violence, sexual assault, or stalking in
accordance with this ACOMReasons offered must be specific to the fanitlgfusals
due to location alone do not qualify for this good cause exemption

1 A health professional verifies temporary hospitalization or recovery from iliness of
the principal household member, other household members (as listed on final
application) or We-in aide necessary to the care of the principal household member
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1 The unit i1s inappropriate for the applic
the accessible features in the unit offered and does not want to be subjectdaya 30
notice to moe

1 The unit has leattased paint and the family includes children under the age of six

In the case of a unit refusal for good cause the applicant will not be removed from the
waiting list as described later in this section. The applicant will remain abphef the
waiting list until the family receives an offer for which they do not have good cause to
refuse.

The SFHA will require documentation of good cause for unit refusals.

Unit Refusal Without Good Cause

SFHA Policy
When an applicant rejects thaal unit offer without good cause, the SFHA will remove
the applicantés name from the waiting |i st

The notice will inform the family of their right to request an informal review and the
process for doing s(see Chapter 14).

The applicant may reapply for assistance if the waiting list is open. If the waiting list is
not open, the applicant must wait to reapply until the SFHA opens the waiting list.
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5-1l.LE. ACCESSIBLE UNITS [24 CFR 8.27]

SFHAs must adopt sable means to assure that information regarding the availability of
accessible units reaches eligible individuals with disabilities, and take reasonable
nondiscriminatory steps to maximize the utilization of such units by eligible individuals whose
disabilty requires the accessibility features of a particular unit.

When an accessible unit becomes vacant, before offering such units talsalded applicant
the SFHA must offer such units:

1 First, to a current resident of another unit of the same devetdporeother public housing
devel opment under the SFHAOGs control, who ha
of the vacant unit and is occupying a unit not having such features, or if no such occupant
exists, then

1 Second, to an eligible quabfl applicant on the waiting list having a disability that requires
the special features of the vacant unit.

When offering an accessible unit to an applicant not having a disability requiring the
accessibility features of the unit, the SFHA may require applicant to agree (and may
incorporate this agreement in the lease) to move to @ooessible unit when available.

SFHA Policy

Families requiring an accessible unit may be éwarsed in such a unit if there are no
resident or applicant families of theppropriate size who also require the accessible
features of the unit.

When there are no resident or applicant families requiring the accessible features of the
unit, including families who would be owaoused, the SFHA will offer the unit to a
non-disébled applicant.

When offering an accessible unit to a raigabled applicant, the SFHA will require the
applicant to agree to move to an available-aocessible unit within 30 calendar days
when either a current resident or an applicant needs the feafufes unit and there is
another unit available for the nalisabled family. This requirement will be a provision of
the lease agreement.
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Chapter 6
INCOME AND RENT DETERMINATIONS

[24 CFR Part 5, Subparts E and F; 24 CFR 960, Subpart C]
INTRODUCTION

A familyds annual i ncome is used to deter min
program and is also used to calculate the amount of the. The SFHA will use the policies and
methods described in this chapter to ensure that only income eligible families receive assistance
and that no family pays more or less rent than is required uhdeegulations. This chapter

describes HUD regulations and SFHA policies related to these topics in three parts as follows:

Part I: Annual IncomeHUD regulations specify the sources of income to include and
exclude to arri ve athesarequieermants 3nd SFHA policiesafdr | n c
calculating annual income are found in Part I.

Part Il: Adjusted IncomeOnce annual income has been established HUD regulations
require the SFHA to subtract from annual income any of five mandatory deductions for
which a family qualifies. These requirements and SFHA policies for calculating adjusted
income are found in Part II.

Part Ill: Calculating RentThis part describes the statutory formula for calculating total
tenant payment (TTP), the use of utility allowascand the methodology for determining
family rent payment. Also included here ar
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PART I: ANNUAL INCOME

6-1.A. OVERVIEW

The general regulatory definition ahnual incomeshown below is from 24 CFR 5.6009.

5.609 Annual income.
(a) Annual income means all amounts, monetary or not, which:

(1) Go to, or on behalf of, the family head or spouse (even if temporarily absent) or to any other
family member; or

(2) Are anticipated to be received from a source outiddamily during the 12nonth period
following admission or annual reexamination effective date; and

(3) Which are not specifically excluded in paragraph [5.609(c)].

(4) Annual income also means amounts derived (during thedizh period) from assets o
which any member of the family has access.

In addition to this general definition, HUD regulations establish policies for treating specific
types of income and assets. The full texts of those portions of the regulations are provided in
exhibits at the endf this chapter as follows:

Annual Income Inclusions (Exhibit )

Annual Income Exclusions (Exhibit®)

Treatment of Family Assets (Exhibit3

Earned Income Disallowance (Exhibi#4$

The Effect of Welfare Benefit Reduction (Exhibitd

Sections @.B and 61.C discuss general requirements and methods for calculating annual
income. The rest of this section describes how each source of income is treated for the purposes
of determining annual incomeHUD regulations present income inclusions and exohssi
separately [24 CFR 5.609(b) and 24 CFR 5.609(c)]. In this ACOP, however, the discussions of
income inclusions and exclusions are integrated by topic (e.g., all policies affecting earned
income are discussed together in sectidD§. Verification reqirements for annual income are
discussed in Chapter 7.

= =2 4 -4 -
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6-1.B. HOUSEHOLD COMPOSITION AND INCOME

Income received by all family members must be counted unless specifically excluded by the
regulations. It is the responsibility of the head of householdepmrt changes in family
composition. The rules on which sources of income are counted vary somewhat by family
member. The chart below summarizes how family composition affects income determinations.

Summary of Income Included and Excluded by Person

Live-in aides Income from all sources is excluded [24 CFR 5.609(c)(5

Foster child or foster adult Income from all sources is excluded [24 CFR 5.609(a)(]

Head, spouse, or etiead| All sources of income not specificallgxcluded by the
Other adult family members | regulations are included.

Children under 18 years of ag Employment income is excluded [24 CFR 5.609(c)(1)].

All other sources of income, except those specific
excluded by the regulations, are included.

Full-time students 18 years { Employment income above $480/year is excluded [24
age or older (not head, spouy 5.609(c)(11)].

or cohead) All other sources of income, except those specific

excluded by the regulations, are included.

Temporarily Absent Family Members

The incomeof family members approved to live in the unit will be counted, even if the family
member is temporarily absent from the unit [HCV GB, {185

SFHA Policy

Generally an individual who is or is expected to be absent from the assisted unit for 180
consecute days or less is considered temporarily absent and continues to be considered
a family member. Generally an individuaho is or is expected to be absent from the
assisted unit for more than 180 consecutive days is considered permanently absent and no
longer a family member. Exceptions to this general policy are discussed below.

Absent Students

SFHA Policy

When someone who has been considered a family member attends school away from
home, the person will continue to be considered a family member unfessation
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becomes available to the SFHA indicating that the student has established a separate
household or the family declares that the student has established a separate household.

Absences Due to Placement in Foster Care

Children temporarily absentdm the home as a result of placement in foster care are considered
members of the family [24 CFR 5.403].

SFHA Policy

If a child has been placed in foster care, the SFHA will verify with the appropriate
agency whether and when the child is expected to toenexl to the home. Unless the
agency confirms that the child has been permanently removed from the home, the child
will be counted as a family member.

Absent HeadSpouseor Cohead

SFHA Policy

An employed head, spouse, orlvead absent from the umitore than 180 consecutive
days due to employment will continue to be considered a family member

Individuals Confined for Medical Reasons

SFHA Policy

An individual confined to a nursing home or hospital on a permanent basis is not
considered a family meneb.

If there is a question about the status of a family member, the SFHA will request
verification from a responsible medical professional and will use this determination. If
the responsible medical professional cannot provide a determination, the pavscally

will be considered temporarily absent. The family may present evidence that the family
member is confined on a permanent basis and request that the person not be considered a
family member.

Joint Custody of Children

SFHA Policy

Dependents that asibject to a joint custody arrangement will be considered a member
of the family, if they live with the applicant or resident family 51 percent or more of the
time.

When more than one applicant or assisted family (regardless of program) are claiming the
same dependents as family members, the family with primary custody at the time of the
initial examination or reexamination will be able to claim the dependents. If there is a
dispute about which family should claim them, the SFHA will make the determination
based on available documents such as court orders, an IRS income tax return showing
which family has claimed the child for income tax purposes, school records, or other
credible documentation.
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Caretakers for a Child

SFHA Policy

The approval of a caretakers a't the SFHAGs discretion a
screening criteria. If neither a parent nor a designated guardian remains in a household,
the SFHA will take the following actions.

If a responsible agency has determined that another adult is toughbinto the

unit to care for a child for an indefinite period, the designated caretaker will not
be considered a family member until a determination of custody or legal
guardianship is made.

If a caretaker has assumed responsibility for a child wittleitnvolvement of a
responsible agency or formal assignment of custody or legal guardianship, the
caretaker will be treated as a visitor for 90 calendar days. After the 90 calendar
days have elapsed, the caretaker will be considered a family membss unle
information is provided that would conf
I n such cases the SFHA will extend the

At any time that custody or guardianship legally has been awarded to a caretaker,
thelease will be transferred to the caretaker, as head of household.

During any period that a caretaker is considered a visitor, the income of the
caretaker is not counted in annual income and the caretaker does not qualify the
family for any deductions fronmcome.
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6-1.C. ANTICIPATING ANNUAL INCOME

The SFHA is required to count all i ncome Mfndant

family during the 1Znont h peri od f ol |l owi ng admi ssion or
[24 CFR 5.609(a)(2)]. Hicies related to anticipating annual income are provided below.

Basis of Annual Income Projection

The SFHA generally will use current circumstances to determine anticipated income for the
coming 12month period. HUD authorizes the SFHA to use other tharent circumstances to
anticipate income when:

1 Animminent change in circumstances is expected [HCV GB,17]5

1 It is not feasible to anticipate a level of income over antihth period (e.g., seasonal or
cyclic income) [24 CFR 5.609(d)]

1 The SFHADbelieves that past income is the best available indicator of expected future income
[24 CFR 5.609(d)]

SFHAs are required to use HUDG6s Enterprise |
a third party source to verify employment and income in&diom, and to reduce administrative
subsidy payment errors in accordance with HUD administrative guidance [24 CFR 5.233(a)(2)].

HUD allows SFHAs to use tenaptovided documents to project income once EIV data has been
received in such cases where theifprdoes not dispute the EIV employer data and where the
SFHA does not determine it is necessary to obtain additionalghntg data.

SFHA Policy

When EIV is obtained and the family does not dispute the EIV employer data, the SFHA
will use current tenamprovided documents to project annual income. When the tenant
provided documents are pay stubs, the SFHA will make every effort to obtain current and
consecutive pay stubs dated within the last 60 calendar days.

The SFHA will obtain written and/or oralitd-party verification in accordance with the
verification requirements and policy in Chapter 7 in the following cases:

If EIV or other UIV data is not available,
If the family disputes the accuracy of the EIV employer data, and/or
If the SFHA determinesdalitional information is needed.

In such cases, the SFHA will review and analyze current data to anticipate annual
income. In all cases, the family file will be documented with a clear record of the reason
for the decision, and a clear audit trail will bt as to how the SFHA annualized
projected income.

When the SFHA cannot readily anticipate income based upon current circumstances (e.g.,
in the case of seasonal employment, unstable working hours, or suspected fraud), the
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SFHA will review and analyzhistorical data for patterns of employment, paid benefits,
and receipt of other income and use the results of this analysis to establish annual income.

Any time current circumstances are not used to project annual income, a clear rationale
for the decisia will be documented in the file. In all such cases the family may present
information and documentation to the SFHA to show why the historic pattern does not
represent the familyds anticipated i ncome.

Known Changes in Income

If the SFHA verifies an upcoming increase or decrease in income, annual income will be
calculated by applying each income amount to the appropriate part of tmerntB
period.

Example: An employer reports that a fetiime employee who has been receiv@@hour
will begin to receive $8.25/hour in the eighth week after the effective date aof the
reexamination. In such a case the SFHA would calculate annual income as follows:
($8/hour x 40 hours x 7 weeks) + ($8.25 x 40 hours x 45 weeks).

The family may presnt information that demonstrates that implementing a change before

its effective date would create a hardship for the family. In such cases the SFHA will
calculate annual income using current circumstances and then require an interim
reexamination when éhchange actually occurs. This requirement will be imposed even if

the SFHAOGs policy on reexaminations does n
types of changes.

When tenanprovided thirdparty documents are used to anticipate annual income, they
will be dated within the last 60 calendar days of the reexamination interview date.

Projecting Income

Il n HUDOG6s EIV webcast of January 2008, HUD me
guarterly wages to project annual income.
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6-1.D. EARNED INCOME
Typesof Earned Income Included in Annual Income
Wages and Related Compensation [24 CFR 5.609(b)(1)]

The full amount, before any payroll deductions, of wages and salaries, overtime pay,
commissions, fees, tips and bonuses, and other compensation for pensaces seincluded in
annual income.

SFHA Policy

For persons who regularly receive bonuses or commissions, the SFHA will verify and
then average amounts received for the two years preceding admission or reexamination.
If only a oneyear history is availabl the SFHA will use the prior year amounts. In either
case the family may provide, and the SFHA will consider, a credible justification for not
using this history to anticipate future bonuses or commissions. If a new employee has not
yet received any bomes or commissions, the SFHA will count only the amount
estimated by the employer. The file will be documented appropriately.

Some Types of Military Pay

All regular pay, special pay and allowances of a member of the Armed Forces are counted [24
CFR 5.6090)(8)] exceptfor the special pay to a family member serving in the Armed Forces
who is exposed to hostile fire [24 CFR 5.609(c)(7)].

Types of Earned IncomeNot Counted in Annual Income
Temporary, Nonrecurring, or Sporadic Income [24 CFR 5.609(c)(9)]

Thistype of income (including gifts) is not included in annual income.

SFHA Policy

Sporadic income is income that is not received periodically and cannot be reliably
predicted. For example, the income of an individual who works occasionally as a
handyman wouwl be considered sporadic if future work could not be anticipated and no
historic, stable pattern of income existed.

Chil dreno84CER5609QND]s |

Employment income earned by children (including foster children) under the age of 18 years is
notincluded in annual incoméSee Eligibility chapter for a definition dbster children)
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Certain Earned Income of FullTime Students

Earnings in excess of $480 for each-tuthe student 18 years old or older (except for the head,
spouse, or chead) a8 n o't counted [24 CFR 5.69 (me) (01 1a) ]
student must Be noeddn sbhiyd earne de diiufcualtli on al institul
program [HCV GB, p. 29].

Income of a Livein Aide

Income earned by a liva aide, adlefined in [24 CFR 5.403], is not included in annual income
[24 CFR 5.609(c)(5)]. (See Eligibility chapter for a full discussion ofiivaides.)

Income Earned under Certain Federal Programs [24 CFR 5.609(c)(17)]

Income from some federal programs is Gfieally excluded from consideration as income,
including:

1 Payments to volunteers under the Domestic Volunteer Services Act of 1973 (42 U.S.C.
5044(g), 5058)

1 Awards under the federal wedtudy program (20 U.S.C. 1087 uu)

Payments received from progranumded under Title V of the Older Americans Act of 1985
(42 U.S.C. 3056(f))

1 Allowances, earnings, and payments to AmeriCorps participants under the National and
Community Service Act of 1990 (42 U.S.C. 12637(d))

1 Allowances, earnings, and payments to pgréiots in programs funded under the Workforce
Investment Act of 1998 (29 U.S.C. 2931)

Resident Service Stipend [24 CFR 5.600(c)(8)(iv)]

Amounts received under a resident service stipend are not included in annual income. A resident
service stipend is a medt amount (not to exceed $200 per individual per month) received by a
resident for performing a service for the SFHA, on a-piam¢ basis, that enhances the quality of

life in the development. Such services may include, but are not limited to, fird, fatho
monitoring, lawn maintenance, resident initiatives coordination, and serving as a member of the
SFHAG6s governing board. No resident may rece
period of time.

142
San Francisco Housing Authority
Admissions and Continued Occupancy Policy
2016



State and Local Employment Training Prograsn

Incremental earnings and benefits to any family member resulting from participation in
qualifying state or local employment training programs (including training programs not
affiliated with a local government) and training of a family member as resit@mgement staff

are excluded from annual income. Amounts excluded by this provision must be received under
employment training programs with clearly defined goals and objectives and are excluded only
for the period during which the family member partatgs in the training program [24 CFR
5.609(c)(8)(V)].

SFHA Policy

The SFHA definedraining programas fda | earning process Wwi
generally having a variety of components, and taking place in a series of sessions over a
period of time.lt is designed to lead to a higher level of proficiency, and it enhances the

individual 6s ability to obtain employment.

proficiency. Training may include, but is not limited to: (1) classroom training in a
specfic occupational skill, (2) otthejob training with wages subsidized by the program,
or (3) basic educat2emBp [expired Notice

The SFHA definesncremental earnings and benefds the difference between (1) the
total amount of welfare assance and earnings of a family member prior to enrollment in

a training program and (2) the total amount of welfare assistance and earnings of the
family member after enroliment in the program [expired Notice PH2,9&8. 3 4].

In calculating the incrermtal difference, the SFHA will use as the jamrollment
i ncome the total annualized amount of t
earnings reported on the f-800%58] ydos most r

End of participation in a training program must beported in accordance with the
SFHA's interim reporting requirements (see chapter on reexaminations).
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HUD-Funded Training Programs

Amounts received under training programs funded in whole or in part by HUD [24 CFR
5.609(c)(8)(i)] are excluded from arauincome. Eligible sources of funding for the training
include operating subsidy, Housing Choice Voucher Program administrative fees, and
modernization, Community Development Block Grant (CDBG), HOME program, and other
grant funds received from HUD.

SFHA Policy

To qualify as a training program, the program must meet the definitiamaiofing
programprovided above for state and local employment training programs.

Earned Income Tax CreditEarned income tax credit (EITC) refund payments received on or
after January 1, 1991 (26 U.S.C. 32(j)), are excluded from annual income [24 CFR 5.609(c)(17)].
Although many families receive the EITC annually when they file taxes, an EITC can also be
received throughout the year. The prorated share of the annual EITi@lusled in the
empl oyeebs payroll check.

Earned Income DisallowanceThe earned income disallowance is discussed in sectidh 6
below.
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6-1.E. EARNED INCOME DISALLOWANCE [24 CFR 960.255] ; Notice PIH 201606;
Streamlining Final Rule (SFR) Federal Registe3/8/16

The earned income disallowance (EID) encourages people to enter the work force by not
including the full value of increases in earned income for a period of time. The full text of 24
CFR 960.255 is included as Exhibit46at the end of this chapteEligibility criteria and
limitations on the disallowance are summarized below.

Eligibility
This disallowance applies only to individuals in families already participating in the public

housing program (not at initial examination). To qualify, the fammilyst experience an increase
in annual income that is the result of one of the following events:

1 Employment of a family member who was previously unemployed for one or more years
prior to employmentPreviously unemployeidicludes a person who annually hessned not
more than the minimum wage applicable to the community multiplied by 500 hours. The
applicable minimum wage is the federal minimum wage unless there is a higher state or local
minimum wage.

1 Increased earnings by a family member whose earnimgsdse during participation in an
economic selbsufficiency or jobtraining program. A selufficiency program includes a
program designed to encourage, assist, train, or facilitate the economic independence of
HUD-assisted families or to provide workgach families [24 CFR 5.603(b)].

1 New employment or increased earnings by a family member who has received benefits or
services under Temporary Assistance for Needy Families (TANF) or any other state program
funded under Part A of Title IV of the Socialcbeity Act within the past six months. If the
benefits are received in the form of monthly maintenance, there is no minimum amount. If
the benefits or services are received in a form other than monthly maintenance, suech as one
time payments, wage subsidies transportation assistance, the total amount received over
the sixmonth period must be at least $500.

Calculation of the Disallowance

Calculation of the earned income disallowance for an eligible member of a qualified family
begins with a comparisoaf t he member 6s cur r éaselinei mcome. i t
The family memberdés baseline income is his or
t he EID. T h e adelmenincbome remains boastadt shrolghout the periodhbgat

are participating in the EID.

SFHA Policy

The SFHA definegprior income,or prequalifying incomeas t he f ami |l y me ml
certified income prior to qualifying for the EID.
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The family member 6s prior, or pr etghepeliodthati ng,
he or she is participating in the EID.
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Original Calculation Method
Initial 12-Month Exclusion

During the initial 12month exclusion period, the full amount (100 percent) of any increase in
income attributable to new employment or insexzh earnings is excluded. The 12 months are
cumulative and need not be consecutive.

SFHA Policy

The initial EID exclusion period will begin on the first of the month following the date an
eligible member of a qualified family is first employed or first es@ences an increase in
earnings.

Second 12Month Exclusion andPhaseln

During the second tghonth exclusion period, the exclusion is reduced to half (50 percent) of
any increase in income attributable to employment or increased earnings. The 12 anenths
cumulative and need not be consecutive.

Third 12 Month Phaseln

During the third 12month period, the tenant does not receive an exclusion and 100% of their
employment income is counted towards household income.

Lifetime Limitation

The EID has a fouyear (48month) lifetime maximum. The fowrear eligibility period begins at

the same time that the initial exclusion period begins and ends 48 months later. ¥imeeone
eligibility for the EID applies even if the eligible individual begins to receivgstance from
another housing agency, if the individual moves between public housing and the Housing Choice
Voucher Program assistance, or if there are breaks in assistance.

SFHA Policy

During the 48month eligibility period, the SFHA will conduct anterim reexamination

each time there is a change in the family
affected by the EID (e.g., when the family

his/her prequalifying income, when one of the exclusion psredls, and at the end of
the lifetime maximum eligibility period).

Individual Savings Accounts [24 CFR 960.255(d)]
SFHA Policy
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The SFHA chooses not to establish a system of individual savings accounts (ISAs) for
families who qualify for the EID.

The following rules pertaining to ISAs do not apply to this public housing program.

6-.F. BUSINESS INCOME [24 CFR 5.609(b)(2)]

Annual i ncome i ncludes Athe net i ncome from
Expenditures for business expansioraorortization of capital indebtedness shall not be used as
deductions in determining net income. An allowance for depreciation of assets used in a business

or profession may be deducted, based on straight line depreciation, as provided in Internal
Revenue Brvice regulations. Any withdrawal of cash or assets from the operation of a business

or profession will be included in income, except to the extent the withdrawal is reimbursement of
cash or assets invested in the@)Joperation by t

Business Expenses
Net income is fAigross income-1Bless business exp

SFHA Policy

To determine business expenses that may be deducted from gross income, the SFHA will
use current applicable Internal Revenue Service (IRS) ruledefi@rmining allowable
business expenses [see IRS Publication 535], unless a topic is addressed by HUD
regulations or guidance as described below.

Business Expansion

HUD regulations do not permit the SFHA to deduct from gross income expenses for business
expansion.

SFHA Policy

Business expansiois defined as any capital expenditures made to add new business
activities, to expand current facilities, or to operate the business in additional locations.
For example, purchase of a street sweeper by a constrietfiness for the purpose of
adding street cleaning to the services offered by the business would be considered a
business expansion. Similarly, the purchase of a property by a hair care business to open
at a second location would be considered a busagsmsion.

Capital Indebtedness

HUD regulations do not permit the SFHA to deduct from gross income the amortization of
capital indebtedness.

SFHA Policy

Capital indebtednesss defined as the principal portion of the payment on a capital asset
such as land, buildings, and machinery. This means the SFHA will allow as a business
expense interest, but not principal, paid on capital indebtedness.
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Negative Business Income

If the net income from a business is negative, no business income will be included in annual
income; a negative amount will not be used to offset other family income.

Withdrawal of Cash or Assets from a Business

HUD regulations require the SFHA to includeainnual income the withdrawal of cash or assets
from the operation of a business or profession unless the withdrawal reimburses a family
member for cash or assets invested in the business by the family.

SFHA Policy

Acceptable investments in a businesdude cash loans and contributions of assets or
equipment. For example, if a member of a tenant family provided dromploan of
$2,000 to help a business get started, the SFHA will not count as income any withdrawals
from the business up to the amourft this loan until the loan has been repaid.
Investments do not include the value of labor contributed to the business without
compensation.

Co-owned Businesses

SFHA Policy
If a business is cowned with someone outside the family, the family must docuthent
share of the business it owns. I f the f ami

ownership, the family must document the reasons for the difference.
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6-1.G. ASSETS [24 CFR 5.609(b)(3) and 24 CFR 5.603(b)]

Overview

There is no assdimitation for participation in the public housing program. However, HUD
requires that the SFHA include in annual I ncc
net i ncome of any kind from real or poBr sonal

discusses how the income from various types of assets is determined. For most types of assets,
the SFHA must determine the value of the asset in order to compute income from the asset.
Therefore, for each asset type, this section discusses:

1 How thevalue of the asset will be determined
1 How income from the asset will be calculated

Exhibit 6-1 provides the regulatory requirements for calculating income from assets [24 CFR
5.609(b)(3)], and Exhibit-@ provides the regulatory definition nét family asets This section

begins with a discussion of general policies related to assets and then provides HUD rules and
SFHA policies related to each type of asset.

General Policies
Income from Assets

The SFHA generally will use current circumstances to determath the value of an asset and

the anticipated income from the asset. As is true for all sources of income, HUD authorizes the
SFHA to use other than current circumstances to anticipate income when (1) an imminent change
in circumstances is expected (R)s not feasible to anticipate a level of income over 12 months

or (3) the SFHA believes that past income is the best indicator of anticipated income. For
example, if a family member owns real property that typically receives rental income but the
propety is currently vacant, the SFHA can take into consideration past rental income along with
the prospects of obtaining a new tenant.

SFHA Policy

Any time current circumstances are not used to determine asset income, a clear rationale
for the decision will B documented in the file. In such cases the family may present
information and documentation to the SFHA to show why the asset income determination
does not represent the familybds anticipate
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Valuing Assets

The calculation of asset incomensetimes requires the SFHA to make a distinction between an
assetds mar ket value and its cash value.

1 The market value of an asset is its worth in the market(e.g., the amount a buyer would pay
for real estate or the total value of an investment account).

9 The cash value of an asset is its market value less all reasonable amounts that would be
incurred when converting the asset to cash.

SFHA Policy

Reasonable costs that would be incurred when disposing of an asset include, but are
not limited to, penalties fopremature withdrawal, broker and legal fees, and
settlement costs incurred in real estate transactions [HCV GB2®.amd PH Occ

GB, p. 121].

Lump-Sum Receipts

Payments that are received in a single lump sum, such as inheritances, capital gains, lottery
winnings, insurance settlements, and proceeds from the sale of property, are generally considered
assets, not income. However, such lusojn receipts are counted as assets only if they are
retained by a family in a form recognizable as an asset (e.@sitBpin a savings or checking
account) [RHIIP FAQs]. (For a discussion of ltisym payments that represent the delayed start

of a periodic payment, most of which are counted as income, see seelidnagl 61.1.)

Imputing Income from Assetf24 CFR 5609(b)(3]

When net family assets are $5,000 or less, the SFHA will include in annual income the actual
income anticipated to be derived from the assets. When the family has net family assets in excess
of $5,000, the SFHA will include in annual income treater of (1) the actual income derived

from the assets or (2) the imputed income. Imputed income from assets is calculated by
multiplying the total cash value of all family assets by an average passbook savings rate as
determined by the SFHA.

1 Note: TheHUD field office no longer provides an interest rate for imputed asset income.
The Asafe harboro is now for the SFHA to
of a national average.

1 The SFHA must review its passbook rate annually to ensure treh#ins within 0.75
percent of the national average.

SFHA Policy
The SFHA will initially set the imputed asset passbook rate at the national rate

established by the Federal Deposit Insurance Corporation (FDIC).
The SFHA will review the passbook rate anhyan December of each year. The rate
will not be adjusted unless the current SFHA rate is no longer within 0.75 percent of the
national rate. If it is no longer within 0.75 percent of the national rate, the passbook rate
will be set at the current nanhal rate.
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Changes to the passbook rate will take effect on February 1 following the December
review

Determining Actual Anticipated Income from Assets

It may or may not be necessary for the SFHA to use the value of an asset to compute the actual
anticipaed income from the asset. When the value is required to compute the anticipated income
from an asset, the market value of the asset is used. For example, if the asset is a property for
which a family receives rental income, the anticipated income is datmrby annualizing the
actual mont hly rental amount received for the
value. However, if the asset is a savings account, the anticipated income is determined by
multiplying the market value of the accotnytthe interest rate on the account.

Withdrawal of Cash or Liquidation of Investments

Any withdrawal of cash or assets from an investment will be included in income except to the
extent that the withdrawal reimburses amounts invested by the family. Bowpkx when a
family member retires, the amount received by the family from a retirement investment plan is
not counted as income until the family has received payments equal to the amount the family
member deposited into the retirement investment plan.

Jointly Owned Assets

The regulation at 24 CFR 5.609(a)(4) specifie
(duringthe 12nont h peri od) from assets to which any

SFHA Policy

If an asset is owned by more than one peimath any family member has unrestricted
access to the asset, the SFHA will count the full value of the asset. A family member has
unrestricted access to an asset when he or she can legally dispose of the asset without the
consent of any of the other owners.

If an asset is owned by more than one person, including a family member, but the family
member does not have unrestricted access to the asset, the SFHA will prorate the asset
according to the percentage of ownership. If no percentage is specified aegréui by

state or local law, the SFHA will prorate the asset evenly among all owners.

Assets Disposed Of for Less than Fair Market Value [24 CFR 5.603(b)]

HUD regulations require the SFHA to count as a current asset any business or family asset that
wasdisposed of for less than fair market value during the two years prior to the effective date of
the examination/reexamination, except as noted below.

Minimum Threshold

The SFHA may set a threshold below which assets disposed of for less than fairvakrdet
will not be counted [HCV GB, p.-27].
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SFHA Policy

The SFHA will not include the value of assets disposed of for less than fair market value
unless the cumulative fair market value of all assets disposed of during the past two years
exceeds the grossnount received for the assets by more than $1,000.

When the tweyear period expires, the income assigned to the disposed asset(s) also
expires. If the tweyear period ends between annuakeetifications, the family may
request an interim recertificatido eliminate consideration of the asset(s).

Assets placed by the family in noavocable trusts are considered assets disposed of for
less than fair market value except when the assets placed in trust were received through
settlements or judgments.
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Sepaation or Divorce

The regulation also specifies that assets are not considered disposed of for less than fair market
value if they are disposed of as part of a separation or divorce settlement and the applicant or
tenant receives important consideratmat measurable in dollar terms.

SFHA Policy

All assets disposed of as part of a separation or divorce settlement will be considered
assets for which important consideration not measurable in monetary terms has been
received. In order to qualify for this emption, a family member must be subject to a
formal separation or divorce settlement agreement established through arbitration,
mediation, or court order.

Foreclosure or Bankruptcy

Assets are not considered disposed of for less than fair market valuehghdigposition is the
result of a foreclosure or bankruptcy sale.

Family Declaration

SFHA Policy

Families must sign a declaration form at initial certification and each annual
recertification identifying all assets that have been disposed of for lesdainanarket

value or declaring that no assets have been disposed of for less than fair market value.
The SFHA may verify the value of the assets disposed of if other information available to
the SFHA does not appear to agree with the information repoytdte family.

Types of Assets
Checking and Savings Accounts

For regular checking accounts and savings accocass, valudhas the same meaningraarket
value If a checking account does not bear interest, the anticipated income from the account is
zera

SFHA Policy

In determining the value of a checking account, the SFHA will use the average monthly
balance for the last six months.

In determining the value of a savings account, the SFHA will use the current balance.

In determining the anticipated inconieom an interesbearing checking or savings
account, the SFHA will multiply the value of the account by the current rate of interest
paid on the account.
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Investment Accounts Such as Stocks, Bonds, Saving Certificates, and Money Market Funds

Interest ordividends earned by investment accounts are counted as actual income from assets
even when the earnings are reinvested. The cash value of such an asset is determined by
deducting from the market value any broker fees, penalties for early withdrawdleorosts of
converting the asset to cash.

SFHA Policy

In determining the market value of an investment account, the SFHA will use the value of
the account on the most recent investment report.

How anticipated income from an investment account willcbé&ulated depends on
whether the rate of return is known. For assets that are held in an investment account with
a known rate of return (e.g., savings certificates), asset income will be calculated based
on that known rate (market value multiplied by rateearnings). When the anticipated

rate of return is not known (e.g., stocks), the SFHA will calculate asset income based on
the earnings for the most recent reporting period.

Equity in Real Property or Other Capital Investments

Equity (cash value) in arpperty or other capital asset is the estimated current market value of
the asset less the unpaid balance on all loans secured by the asset and reasonable costs (such as
broker fees) that would be incurred in selling the asset [HCV GB2p.&nd PH, p.41].

SFHA Policy

In determining the equity, the SFHA will determine market value by examining recent
sales of at least three properties in the surrounding or similar neighborhood that possess
comparable factors that affect market value.

The SFHA will fird use the payoff amount for the loan (mortgage) as the unpaid balance
to calculate equity. If the payoff amount is not available, the SFHA will use the basic
loan balance information to deduct from the market value in the equity calculation.

Equity in realproperty and other capital investments is considered in the calculation of asset
income except for the following types of assets:

1 Equity accounts in HUD homeownership programs [24 CFR 5.603(b)]

T Equity in real property wheisreaesthta[MCVGB, pme mb e r
5-25]. This real estate is considered a business asset, and income related to this asset will be
calculated as described in sectichfa

Interests in Indian Trust lands [24 CFR 5.603(b)]

1 Real property and capital assets & part of an active business or farming operation [HCV
GB, p. 525]
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The SFHA must also deduct from the equity the reasonable costs for converting the asset to cash.
Using the formula for calculating equity specified above, the net cash value ofopailtpis

the market value of the loan (mortgage) minus the expenses to convert to cash

[Notice PIH 20123].

SFHA Policy

For the purposes of calculating expenses to convert to cash for real property, the SFHA will
use ten percent of the market valu¢hef home.

A family may have real property as an asset in two ways: (1) owning the property itself and (2)
holding a mortgage or deed of trust on the property. In the case of a property owned by a family
member, the anticipated asset income generally wilhlithe form of rent or other payment for

the use of the property. If the property generates no income, actual anticipated income from the
asset will be zero.

In the case of a mortgage or deed of trust held by a family member, the outstanding balance
(unpaid principal) is the cash value of the asset. The interest portion only of payments made to
the family in accordance with the terms of the mortgage or deed of trust is counted as anticipated
asset income.

SFHA Policy

In the case of capital investments@vd | oi ntly with others not
prorated share of the propertyds cash valuwu
determines that the family receives no income from the property and is unable to sell or
otherwise convert thesaet to cash.

Trusts

A trustis a legal arrangement generally regulated by state law in which one party (the creator or
grantor) transfers property to a second party (the trustee) who holds the property for the benefit
of one or more third parties (the beneficiaries).

Revocable Trust

If any member of a family has the right to withdraw the funds in a trust, the value of the trust is
considered an asset [HCV GB, p25]. Any income earned as a result of investment of trust
funds is counted as actual asset income, whether the incqrael it the family or deposited in

the trust.

Nonrevocable Trusts

In cases where a trust is not revocable by, or under the control of, any member of a family, the
value of the trust fund is not considered an asset. However, any income distributethioilthe

from such a trust is counted as a periodic payment or a$ummpreceipt, as appropriate [24 CFR
5.603(b)]. (Periodic payments are covered in sectidtd6Lump-sum receipts are discussed
earlier in this section.)
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Retirement Accounts
Company Retement/Pension Accounts

In order to correctly include or exclude as an asset any amount held in a company retirement or
pension account by an employed person, the SFHA must know whether the money is accessible
before retirement [HCV GB, p-86].

While a fanily member is employed, only the amount the family member can withdraw without
retiring or terminating employment is counted as an asset [HCV GB2@). 5

After a family member retires or terminates employment, any amount distributed to the family
membelris counted as a periodic payment or a lesnm receipt, as appropriate [HCV GB, p. 5

26], except to the extent that it represents funds invested in the account by the family member.
(For more on periodic payments, see sectidrH6 The balance in the aount is counted as an
asset only if it remains accessible to the family member.

IRA, Keogh, and Similar Retirement Savings Accounts

IRA, Keogh, and similar retirement savings accounts are counted as assets even though early
withdrawal would result in a palty [HCV GB, p. 525].

Personal Property

Personal property held as an investment, such as gems, jewelry, coin collections, antique cars,
etc., is considered an asset [HCV GB, {25.

SFHA Policy
In determining the value of personal property held asasstment, the SFHA will use

the familybés estimate of the value. The SF

believe that the familybds estimated val
cooperate with the appraiser but cannot be chargedamty related to the appraisal.

Generally, personal property held as an investment generates no income until it is
disposed of. If regular income is generated (e.g., income from renting the personal
property), the amount that is expected to be earndgtiencoming year is counted as
actual income from the asset.

Necessary items of personal property are not considered assets [24 CFR 5.603(b)].

SFHA Policy

Necessary personal property consists of only those items not held as an investment. It
may include thing, furniture, household furnishings, jewelry, and vehicles, including
those specially equipped for persons with disabilities.

Life Insurance
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The cash value of a life insurance policy available to a family member before death, such as a
whole lifeoruni ver s al |l ife policy is included in the
[HCV GB 525]. The cash value is the surrender value. If such a policy earns dividends or
interest that the family could elect to receive, the anticipated amoumntidérntds or interest is

counted as income from the asset whether or not the family actually receives it.
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6-1.H. PERIODIC PAYMENTS

Periodic payments are forms of income received on a regular basis. HUD regulations specify
periodic payments that are an@ aot included in annual income.

Periodic Paymentsincluded in Annual Income

1 Periodic payments from sources such saxial security, unemployment and welfare
assistance, annuities, insurance policies, retirement funds, and pehareer, periodic
payments from retirement accounts, annuities, and similar forms of investments are counted
only after they exceed the amount contributed by the family [24 CFR 5.609(b)(4) and (b)(3)].

91 Disability or death benefits and lottery receipgsd periodically, rathethan in a single lump
sum [24 CFR 5.609(b)(4) and HCV, p18]

Lump-Sum Payments for the Delayed Start of a Periodic Payment

Most lump sums received as a result of delays in processing periodic payments, such as
unemployment or welfare assistance, amented as income. However, lurspm receipts for the
delayed start of periodic social security or supplemental security income (SSI) payments are not
counted as income [CFR 5.609(b)(4)]. Additionally, any deferred disability benefits that are
received in dump sum or in prospective monthly amounts from the Department of Veterans
Affairs are to be excluded from annual income [FR Notice 11/24/08].

SFHA Policy

When a delayedtart payment is received and reported during the period in which the
SFHA is processing an annual reexamination, the SFHA will adjust the tenant rent
retroactively for the period the payment was intended to cover. The family may pay in
full any amount due or request to enter into a repayment agreement with the SFHA.

Seethechaptn reexaminations for information
lump-sum receipts between annual reexaminations.

Treatment of Overpayment Deductions from Social Security Benefits

The SFHA must make a special calculation of annual income wherSdb&l Security
Administration (SSA) overpays an individual, resulting in a withholding or deduction from his or
her benefit amount until the overpayment is paid in full. The amount and duration of the
withholding will vary depending on the amount of theegayment and the percent of the
benefit rate withheld. Regardless of the amount withheld or the length of the withholding period,
the SFHA must use the reduced benefit amount after deducting only the amount of the
overpayment withholding from the grossnefit amount [Notice PIH 20120].
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Periodic PaymentsExcluded from Annual Income

1 Payments received for theare of foster children or foster adulissually persons with
disabilities, unrelated to the tenant family, who are unable to live alone) [24 CFR
5.609(c)(2)]. Kinship care payments are considered equivalent to foster care payments and
are also excluded from annual income [Notice PIH 20]12

SFHA Policy

The SFHA will exclude payments for the care of foster children and foster adults only if
the cae is provided through an official arrangement with a local welfare agency [HCV
GB, p. 518].

1 Amounts paid by a state agency to a family witmamber who has a developmental
disability and is living at hom#o offset the cost of services and equipment eddd keep
the developmentally disabled family member at home [24 CFR 5.609(c)(16)]

1 Amounts received under theow-Income Home Energy Assistance Progréd2 U.S.C.
1626(c)) [24 CFR 5.609(c)(17)]

T Amounts received under th€hild Care and Development Blockrd&nt Act of 1990
(42U.S.C. 9858q) [24 CFR 5.609(c)(17)]

1 Earned Income Tax Credit (EIT@fund payments (26 U.S.C. 32(j)) [24 CFR 5.609(c)(17)].
Note: EITC may be paid periodically if the family elects to receive the amount due as part of
payroll paymentérom an employer.

1 Lump sums received as a resultdeflays in processing Social Security and SSI payments
(see section46J.) [24 CFR 5.609(b)(4)].
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6-1.1. PAYMENTS IN LIEU OF EARNINGS

Payments in lieu of earnings, such as unemployment and disabilitg eoms at i on, wWor
compensation, and severance pay, are counted as income [24 CFR 5.609(b)(5)] if they are
received either in the form of periodic payments or in the form of a-&ump amount or
prospective monthly amounts for the delayed start of agierpayment. If they are received in

a onetime lump sum (as a settlement, for instance), they are treated asuumpeceipts [24

CFR 5.609(c)(3)]. (See also the discussion of periodic payments in seelibhadd the
discussion of lumysum receipts isection 61.G.)
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6-1.J. WELFARE ASSISTANCE
Overview

Welfare assistance is counted in annual income. Welfare assistance includes Temporary
Assistance for Needy Families (TANF) and any payments to individuals or families based on
need that are made under programs funded separately or jointly by federal ostiteal
governments [24 CFR 5.603(b)].

Sanctions Resulting in the Reduction of Welfare Benefits [24 CFR 5.615]

The SFHA must make a special calculation of annual income when the welfare agency imposes
certain sanctions on certain families. The full text of the regulation at 24 CFR 5.615 is provided
as Exhibit 65. The requirements are summarized below. This rypéesponly if a family was a

public housing resident at the time the sanction was imposed.

Covered Families

The families covered by 24 CFR 5.615 are thos
assistance benefits (eoweld farlkeemhmepebliitcdpgénon
under a program for which Federal, State or local law requires that a member of the family must
participate in an economic sedfuf f i ci ency program as a condi ti
5.615(b)]

Imputed Income

When a welfare agency imposes a sanction that
family commits fraud or f ail s -suficiercypmogranyor wi t h
work activities requirement, the SFHA must include in annuabime fAi mput edo we
income. The SFHA must request that the welfare agency provide the reason for the reduction of
benefits and the amount of the reduction of benefits The imputed welfare income is the amount

that the benefits were reduced as a resuti@kanction.

This requirement does not apply to reductions in welfare benefits: (1) at the expiration of the
lifetime or other time limit on the payment of welfare benefits, (2) if a family member is unable
to find employment even though the family memib@s complied with the welfare agency
economic selsufficiency or work activities requirements, or (3) because a family member has
not complied with other welfare agency requirements [24 CFR 5.615(b)(2)].

For special procedures related to grievancehegwg¢ b ased upon the SFHAOS
request to lower rent when the family experiences a welfare benefit reduction, see Chapter 14,
Grievances and Appeals.
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Offsets

The amount of the imputed welfare income is offset by the amount of addithmoshe the

family begins to receive after the sanction is imposed. When the additional income equals or
exceeds the imputed welfare income, the imputed income is reduced to zero [24 CFR
5.615(c)(4)].
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6-1.K. PERIODIC AND DETERMINABLE ALLOWANCES [24 CFR 5.6 09(b)(7)]

Annual income includes periodic and determinable allowances, such as alimony and child
support payments, and regular contributions or gifts received from organizations or from persons
not residing with a tenant family.

Alimony and Child Support

The SFHA must count alimony or child support amounts awarded as part of a divorce or
separation agreement

SFHA Policy

The SFHA will count courawarded amounts for alimony and child support unless the
SFHA verifies that (1) the payments are not being nmaaute (2) the family has made
reasonable efforts to collect amounts due, including filing with courts or agencies
responsible for enforcing payments [HCV GB, pif23%and 547].

Families who do not have cowatvarded alimony and child support awards are not
required to seek a court award and are not required to take independent legal action to
obtain collection.

Regular Contributions or Gifts

The SFHA must count as income regular monetary and nonmonetary contributions or gifts from
persons not residing with tenant family [24 CFR 5.609(b)(7)]. Temporary, nonrecurring, or
sporadic income and gifts are not counted [24 CFR 5.609(c)(9)].

SFHA Policy

Examples of regular contributions include:
utilities, telephonerent, credit cards, and car payments), (2) cash or other liquid assets
provided to any family membiemrdad nc an trreigbudtair
as groceries and clothing provided to a family on a regular basis.

Nonmonetary contributions wilbe valued at the cost of purchasing the items, as
determined by the SFHA. For contributions that may vary from month to month (e.qg.,
utility payments), the SFHA will include an average amount based upon past history.
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6-1.L. ADDITIONAL EXCLUSIONS FROM ANNU AL INCOME

Other exclusions contained in 24 CFR 5.60%(@) updated by FR Notice 5/20/t¥at have not
been discussed earlier in this chapter include the following:

)l
)l

Reimbursement of medical expenses [24 CFR 5.609(c)(4)]

The full amount ofstudent financialassistancepaid directly to the student or to the
educational institution [24 CFR 5.609(c)(6)].

SFHA Policy

Regular financial support from parents or guardians to students for food, clothing
personal items, and entertainmestnot considered student finaial assistance and is
includedin annual income.

Amounts received by participants in other publicly assisted programs which are specifically
for or in reimbursement of outf-pocket expenses incurred and which are made solely to
allow participation in &pecific program [24 CFR 5.609(c)(8)(iii)]

Foster care payments issued by the San Francisco Human Services Agency to caregivers of
foster children according to 24 CFR 5.609(c)(2).

Payments received under the KBAP program, as well as other similar fostare
assistance programs in other states, may be considered as payments received for the care of
foster children thereby qualifying these payments to be excluded from income. (HUD
Correspondence to Representative Maxine Waters, dated April 8, 2008.)

Amounts received by a person with a disability that are disregarded for a limited time for
purposes of Supplemental Security Income eligibility and benefits because they are set aside
for use under Rlan to Attain SelSufficiency (PASS](24 CFR 5.609(c)(8)i)]

Reparation paymenfsaid by a foreign government pursuant to claims filed under the laws of
that government by persons who were persecuted during the Nazi era [24 CFR 5.609(c)(10)]

Adoption assistangeayments in excess of $480 per adopted child [2R 6.609(c)(12)]
Refunds or rebates on property tapagl on the dwelling unit [24 CFR 5.609(c)(15)]

Amounts paid by a state agency to a family with a member who h#evelopmental
disability and is living at homto offset the cost of services and equgnt needed to keep
the developmentally disabled family member at home [24 CFR 5.609(c)(16)]

Amounts specificallyexcluded by any other federal stat{?d CFR 5.609(c)(17), FR Notice
05/20/14]. HUD publishes an updated list of these exclusions perigditaticludes:

(a) The value of the allotment provided to an eligible household under the Food Stamp Act
of 1977 (7 U.S.C. 2017 (b))

(b) Benefits under Section 1780 of the School Lunch Act and Child Nutrition Act of 1966,
including WIC
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(c) Payments to volunteersnder the Domestic Volunteer Services Act of 1973 (42 U.S.C.
5044(g), 5058)

(d) Payments received under the Alaska Native Claims Settlement Act (43 U.S.C.
1626(c))

(e) Income derived from certain sub marginal land of the United States that is held in
trust for ertain Indian tribes (25 U.S.C. 459e¢)

()] Payments or allowances made under the Department of Health and Human
Ser vi c-nsotne HomevEnergy Assistance Program (42 U.S.C. 8624(f))

(g) Payments received under program funds in whole or in part under the Werkforc
Investment Act of 1998 (29 U.S.C. 2931)

(h) Deferred disability benefits from the Department of Veterans Affairs, whether
received as a lump sum or in monthly prospective amounts.
) Income derived from the disposition of funds to the Grand River Band ov®tta

Indians (Pub. L. 94640, 90 Stat. 25084)

() Payments, funds, or distributions authorized, established, or directed by the Seneca
Nation Settlement Act of 1990 (25 U.S.C. 1774f(b))

(k) A lump sum or periodic payment received by an individual Indian pursaahetClass
Action Settlement Agreement in the United States District Court case eriitedse
Cobell et al. v. Ken Salazar et, &r a period of one year from the time of receipt of that
payment as provided in the Claims Resolution Act of 2010

() The first $2,000 of per capita shares received from judgment funds awarded by the
Indian Claims Commission or the U. S. Claims Court, the interests of individual Indians
in trust or restricted lands, including the first $2,000 per year of income received by
individual Indians from funds derived from interests held in such trust or restricted lands
(25 U.S.C. 1401408)

(m)Benefits under the Indian Veterans Housing Opportunity Act of 2010 (only applies to
Native American housing programs)

(n) Payments received from pn@gns funded under Title V of the Older Americans Act of
1985 (42 U.S.C. 3056(f))

(o) Payments received on or after January 1, 1989, from the Agent Orange Settlement Fund
or any other fund established pursuant to the settlemeRei®©range Ageftroduct
liability litigation, M.D.L. No. 381 (E.D.N.Y.)

(p) Payments receivednder 38 U.S.C. 1833(c) to children of Vietham veterans born with
spinal bifida, children of women Vietnaweteransborn with certain birth defects, and
children of certain Korean service veter&osn with spinal bifida.

(q) Payments received

(r) under the Maine Indian Claims Settlement Act of 1980 (25 U.S.C. 1721)

(s) The value of any child care provided or arranged (or any amount received as
payment for such care or reimbursement for costs incurred fhrcsue) under the Child
Care and Development Block Grant Act of 1990 (42 U.S.C. 9858q)

(t) Earned income tax credit (EITC) refund payments received on or after January 1, 1991
(26 U.S.C. 32(j))

(u) Payments by the Indian Claims Commission to the Confederateds Taime Bands of
Yakima Indian Nation or the Apache Tribe of Mescalero Reservation (Pub-4335

167

San Francisco Housing Authority
Admissions and Continued Occupancy Policy
2016



(v) Amounts of scholarships funded under Title IV of the Higher Education Act of 1965j,
including awards under federal weskudy programs or under the Bureau Inélian
Affairs student assistance programs (20 U.S.C. 1087uu). For Section 8 programs, the
exception found in section 237 of Public Law 12 applies and requires that the
amount of financial assistance in excess of tuition shall be considered income in
accordance with the provisions codified at 24 CFR 5.609(b)(9), except for those persons
with disabilities as defined by 42 U.S.C. 1437 a(b)(3)(E)(Pub.L-24%

(w) Allowances, earnings and payments to AmeriCorps participants under the National and
CommunityService Act of 1990 (42 U.S.C. 12637(d))

x) Any amount of crime victim compensation (under the Victims of Crime Act)
received through crime victim assistance (or payment or reimbursement of the cost of
such assistance) as determined under the Victims oheCiAct because of the
commission of a crime against the applicant under the Victims of Crime Act (42 U.S.C.
10602)

(x) Any amounts in an "individual development account" as provided by the Assets for
Independence Act, as amended in 2002

(y) Payments madieom the proceeds of Indian tribal trust cases as described in Notice PIH
2013 30, "Exclusion from Income of Payments under Recent Tribal Trust Settlements”
(25 U.S.C. 117b(a))

) (2 Major disaster and emergency assistance received under the Robert Trd Staffo
Disaster Relief and Emergency Assistance Act and comparable disaster assistance
provided by states, local governments, and disaster assistance organizations
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PART II: ADJUSTED INCOME

6-11LA. INTRODUCTION

Overview

HUD regulations require SFHAs to dedutbm annual income any of five mandatory
deductions for which a family qualifies. The
Mandatory deductions are found in 24 CFR 5.611.

5.611(a) Mandatory deductions. In determining adjusted income, thens#isie entity (SFHA
must deduct the following amounts from annual income:

(1) $480 for each dependent;

(2) $400 for any elderly family or disabled family;
(3) The sum of the following, to the extent the sum exceeds three percent of annual income:
() Unreimbursed medical expenses of any elderly family or disabled family;

(i) Unreimbursed reasonable attendant care and auxiliary apparatus expenses for each member
of the family who is a person with disabilities, to the extent necessary to enable any member
the family (including the member who is a person with disabilities) to be employed| This
deduction may not exceed the earned income received by family members who are 18 lyears of
age or older and who are able to work because of such attendant catéiaryapparatus; and

(4) Any reasonable child care expenses necessary to enable a member of the family to be
employed or to further his or her education.

This part covers policies related to these mandatory deductions. Verification requirements related
to these deductions are found in Chapter 7, Verifications.

Anticipating Expenses

SFHA Policy

Generally, the SFHA will use current circumstances to anticipate expenses. When
possible, for costs that are expected to fluctuate during the year (e.g., childucag
school and noischool periods and cyclical medical expenses), the SFHA will estimate
costs based on historic data and known future costs.

If a family has an accumulated debt for medical or disability assistance expenses, the
SFHA will include asan eligible expense the portion of the debt that the family expects
to pay during the period for which the income determination is being made. However,
amounts previously deducted will not be allowed even if the amounts were not paid as
expected in a preding period. The SFHA may require the family to provide
documentation of payments made in the preceding year.
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6-11.B. DEPENDENT DEDUCTION

An allowance of $480 is deducted from annual income for each dependent [24 CFR 5.611(a)(1)].
Dependenis defined a any family member other than the head, spouse,-bead who is under

the age of 18 or who is 18 or older and is a person with disabilities ortarfalstudent. Foster
children, foster adults, and lixe aides are never considered dependents [24 32663 (b)].

6-11.C. ELDERLY OR DISABLED FAMILY DEDUCTION

A single deduction of $400 imkenfor any elderly or disabled family [24 CFR 5.611(a)(2)]. An
elderly familyis a family whose head, spouse;hmad, or sole member is 62 years of age or
older, aml adisabled familyis a family whose head, spouse; chead, or sole member is a
person with disabilities [24 CFR 5.403].
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6-1.D. MEDICAL EXPENSES DEDUCTION [24 CFR 5.611(a)(3)(i)]

Unreimbursed medicaxpensesnay be deducted to the extent that, in combination with any

disability assistance expenses, they exceed three percent of annual income.

The medical expense deduction is permitted only for families in which the head, spouse, or co

head is at least 62 os & person with disabilities. If a family is eligible for a medical expense

deduction, the medical expenses of all family members are counted [VG, p. 28].

Definition of Medical Expenses

HUD regulations definemedical expensea t
including medical insurance premiums, that are anticipated during the period for which annual

ncome i s

SFHA Policy

The most current IRS Publication 502edical and Dental Expensewiill be used as a
reference to determine the costs that qualify as medical expenses.

computed, a

24 CFR 5.603(b)

nd t hat are not

Summary of Allowable Medical Expenses from IRS Publication 502

Services of medical professionals

Surgery and medical procedures that
necessay, legal, norcosmetic

Services of medical facilities

Hospitalization, longerm care, and in
home nursing services

Prescription medicines and insulin, [
not nonprescription medicines even
recommended by a doctor

Improvements to housing directly relat
to medical needs (e.g., ramps for a wh
chair, handrails)

Substance abuse treatment programs
Psychiatric treatment
Ambulance services and some costs

transportation related to medic
expenses

The cost and careof necessary
equipment related to a medidg

condition  (e.g., eyeglasses/lens
hearing aids, crutches, and artific
teeth)

Cost and continuing care of necess
service animals

Medical insurance premiums or the c
of a health maintenance organizat
(HMO)

Note: This chart provides a summary of eligible medical expenses only. De
information is provided in IRS Publication 502. Medical expenses are cons
only to the extent they are not reimbursed by insurance or some other source.

t o
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Families That Qualify for Both Medical and Disability Assistance Expenses

SFHA Policy

This policy applies only to families in which the head, spouse, treanl is 62 or older
or is a person with disabilities.

When expenses anticipated by a family could be defasedither medical or disability
assistance expenses, the SFHA will consider them medical expenses unless it is clear that
the expenses are incurred exclusively to enable a person with disabilities to work.
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6-11.E. DISABILITY ASSISTANCE EXPENSES DEDUCTION [24 CFR 5.603(b) and
24 CFR 5.611(a)(3)(ii)]

Reasonable expenses for attendant care and auxiliary apparatus for a disabled family member
may be deducted if they: (1) are necessary to enable a family member 18 years or older to work,
(2) are not paid to tamily member or reimbursed by an outside source, (3) in combination with

any medical expenses, exceed three percent of annual income, and (4) do not exceed the earned
income received by the family member who is enabled to work.

Earned Income Limit on the Disability Assistance Expense Deduction

A family can qualify for the disability assistance expense deduction only if at least one family
member (who may be the person with disabilities) is enabled to work [24 CFR 5.603(b)].

The disability expensededuwttn i s capped by the amount of fiea
members who are 18 years of age or older and
CFR 5.611(a)(3)(ii))]. The earned income used for this purpose is the amount verified before any
eaned income disallowances or income exclusions are applied.

SFHA Policy
The family must identify the family members enabled to work as a result of the disability
assistance expenses. I n evaluating the f an

such @ how the work schedule of the relevant family members relates to the hours of
care provided, the time required for transportation, the relationship of the family

members to the person with disabilities, and any special needs of the person with
disabilities that might determine which family members are enabled to work.

When the SFHA determines that the disability assistance expenses enable more than one
family member to work, the disability assistance expenses will be capped by the sum of
the family membe® i ncomes [ PH Occ GB, p. 124] .

Eligible Disability Expenses

Examples of auxiliary apparatus are provided in B¢ Occupancy Guideboo#s follows:

AAuxiliary apparatus: I ncluding wheelchairs,
visual disailities, equipment added to cars and vans to permit their use by the family member
with a disability, or service animalso [ PH Oc

related to permitting the disabled person or other family member to wa@¥ [EB, p. 530].
HUD advises SFHAs to further define and describe auxiliary apparatus [VG, p. 30].

Eligible Auxiliary Apparatus
SFHA Policy
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Expenses incurred for maintaining or repairing an auxiliary apparatus are eligible. In the
case of an apparattisat is specially adapted to accommodate a person with disabilities
(e.g., a vehicle or computer), the cost to maintain the special adaptations (but not
maintenance of the apparatus itself) is an eligible expehse.cost of service animals
trained to gie assistance to persons with disabilities, including the cost of acquiring the
animal, veterinary care, food, grooming, and other continuing costs of care, will be
included.

Eligible Attendant Care

The family determines the type of attendant care thatpmopriate for the person with
disabilities.

SFHA Policy

Attendant care includes, but is not limited to, reasonable costs for home medical care,
nursing services, thome or centebased care services, interpreters for persons with
hearing impairments, arrdaders for persons with visual disabilities.

Attendant care expenses will be included for the period that the person enabled to work is
employed plus reasonable transportation time. The cost of general housekeeping and
personal services is not an eligibhttendant care expense. However, if the person
enabled to work is the person with disabilities, personal services necessary to enable the
person with disabilities to work are eligible.

If the care attendant also provides other services to the familRHA will prorate the

cost and allow only that portion of the expenses attributable to attendant care that enables
a family member to work. For example, if the care provider also cares for a child who is
not the person with disabilities, the cost of camast be prorated. Unless otherwise
specified by the care provider, the calculation will be based upon the number of hours
spent in each activity and/or the number of persons under care.

Payments to Family Members

No disability expenses may be deducteddayments to a member of a tenant family [23 CFR
5.603(b)]. However, expenses paid to a relative who is not a member of the tenant family may be
deducted if they are reimbursed by an outside source.

Necessary and Reasonable Expenses

The family determines thtype of care or auxiliary apparatus to be provided and must describe
how the expenses enable a family member to work. The family must certify that the disability
assistance expenses are necessary and are not paid or reimbursed by any other source.

SFHA Rolicy

The SFHA determines the reasonableness of the expenses based on typical costs of care
or apparatus in the locality. To establish typical costs, the SFHA will collect information
from organizations that provide services and support to persons wihilidiss. A
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family may present, and the SFHA wil/l cons
exceed typical costs in the area.

Families That Qualify for Both Medical and Disability Assistance Expenses

SFHA Policy

This policy applies only to fares in which the head, spouse, orloead is 62 or older
or is a person with disabilities.

When expenses anticipated by a family could be defined as either medical or disability
assistance expenses, the SFHA will consider them medical expenses uslekesait that
the expenses are incurred exclusively to enable a person with disabilities to work.
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6-11.F. CHILD CARE EXPENSE DEDUCTION

HUD defineschild care expensest 24 CFR 5. 603(b) as fAamount s
family for the care of children under 13 years of age during the period for which annual income

is computed, but only where such care is necessary to enable a family member to actively seek
empbyment, be gainfully employed, or to further his or her education and only to the extent such
amounts are not reimbursed. The amount deducted shall reflect reasonable charges for child care.
In the case of child care necessary to permit employment, thenamieducted shall not exceed

t he amount of empl oyment income that is inclu

Child care expenses do not include child support payments made to another on behalf of a minor
who is not | iving in an 26 Koweverehdldchraenpehsgsds h o u
foster children that are living in the assist
the familybés child care expenses.

Quialifying for the Deduction
Determining Who Is Enabled to Pursue an Eligible Actiyi

SFHA Policy

The family must identify the family member(s) enabled to pursue an eligible aclikiy.
termeligible activityin this section means any of the activities that may make the family
eligible for a child care deduction (seeking work, pursuamg education, or being
gainfully employed).

I n evaluating the familyds request, t he S
schedule for the claimed activity relates to the hours of care provided, the time required

for transportation, the relationshgh the family member(s) to the child, and any special

needs of the child that might help determine which family member is enabled to pursue

an eligible activity.

Seeking Work
SFHA Policy
If the child care expense being claimed is to enable a family memnobexeek
empl oyment , the family must provide eviden
employment at each reexamination. The deduction may be reduced or denied if the
family memberés job search efforts @are nol

being allowed by the SFHA.

Furthering Education

SFHA Policy

If the child care expense being claimed is to enable a family member to further his or her
education, the member must be enrolled in school (academic or vocational) or
participating in a formatraining program. The family member is not required to be a
176
San Francisco Housing Authority
Admissions and Continued Occupancy Policy
2016



full-time student, but the time spent in educational activities must be commensurate with
the child care claimed.

Being Gainfully Employed

SFHA Policy
If the child care expense being claimed isetmble a family member to be gainfully
empl oyed, the family must provide evidence

the time that child care is being provided. Gainful employment is any legal work activity
(full- or parttime) for which a family meaber is compensated.

Earned Income Limit on Child Care Expense Deduction

When a family member looks for work or furthers his or her education, there is no cap on the
amount that may be deducted for child caralthough the care must still be necessary and
reasonable. However, when child care enables a family member to work, the deduction is capped
by Athe amount of employment income that i s i

The earned income used for this purpose is the amount of earned inedfresdl after any
earned income disallowances or income exclusions are applied.

When the person who is enabled to work is a person who receives the earned income
disallowance (EID) or a fullime student whose earned income above $480 is excluded, child

care costs related to enabling a family member to work may not exceed the portion of the
personds earned income that actually is incl
member who qualifies for the EID makes $15,000 but because of the EID 5@90$is

included in annual income, child care expenses are limited to $5,000.

The SFHA must not limit the deduction to the least expensive type of child care. If the care
allows the family to pursue more than one eligible activity, including work, thésazgculated
in proportion to the amount of time spent working [HCV GB, 805

SFHA Policy
When the child care expense being claimed is to enable a family member to work, only
one family memberds income will eemaeonsi de

than one family member works during a given period, the SFHA generally will limit
allowable child care expenses to the earned income of the lpaisinember. The
family may provide information that supports a request to designate another family
member as the person enabled to work.
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Eligible Child Care Expenses

The type of care to be provided is determined by the tenant family. The SFHA may not refuse to
give a family the child care expense deduction because there is an adult family member in the
household that may be available to provide child care [VG, p. 26].

Allowable Child Care Activities

SFHA Policy

For schoolage children, costs attributable to public or private school activities during
standard school hours are not considered. Expensasad for supervised activities
after school or during school holidays (e.g., summer day camp;safteol sports
league) are allowable forms of child care.

The costs of general housekeeping and personal services are not eligible. Likewise, child
careepenses paid to a family member who | iwv
however, payments for child care to relatives who do not live in the unit are eligible.

If a child care provider also renders other services to a family or child care isoused t

enable a family member to conduct activities that are not eligible for consideration, the
SFHA will prorate the costs and allow only that portion of the expenses that is

attributable to child care for eligible activities. For example, if the care pnoeide

cares for a child with disabilities who is 13 or older, the cost of care will be prorated.

Unless otherwise specified by the child care provider, the calculation will be based upon
the number of hours spent in each activity and/or the number afingeusder care.

Necessary and Reasonable Costs

Child care expenses will be considered necessary if: (1) a family adequately explains how the
care enables a family member to work, actively seek employment, or further his or her education,
and (2) the famy certifies, and the child care provider verifies, that the expenses are not paid or
reimbursed by any other source.

SFHA Policy

Child care expenses will be considered for the time required for the eligible activity plus
reasonable transportation time. Faild care that enables a family member to go to
school, the time allowed may include not more than one study hour for each hour spent in
class.

To establish the reasonableness of child care costs, the SFHA will use the schedule of
child care costs fromhe local welfare agency. Families may present, and the SFHA will
consider, justification for costs that exceed typical costs in the area.
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6-1.G. PERMISSIVE DEDUCTIONS [24 CFR 5.611(b)(1)]

Permissive deductions are additional, optional deductions thabenagplied to annual income.

As with mandatory deductions, permissive deductions must be based on need or family
circumstance and deductions must be designed to encourageffielency or other economic
purpose. If the SFHA offers permissive deducdtiothey must be granted to all families that
qualify for them and should complement existing income exclusions and deductions [PH Occ
GB, p. 128].

The Form HUD-50058 Instruction Booklettates that the maximum allowable amount for total
permissive deductits is less than $90,000 per year.

SFHA Policy
The SFHA has opted not to use permissive deductions.
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PART IIl: CALCULATING RENT

6-11lLA. OVERVIEW OF INCOME -BASED RENT CALCULATIONS

The first step in calculatingincoriea s ed r ent i s t o tothetdnantrpaymene e acft
(TTP). Then, if the family is occupying a unit that has teqped utilities, the utility allowance

is subtracted from the TTP. The result of this calculation, if a positive number, is the tenant rent.

If the TTP is less than the lity allowance, the result of this calculation is a negative number,

and is called the utility reimbursement, which may be paid to the family or directly to the utility
company by the SFHA.

TTP Formula [24 CFR 5.628]

HUD regulations specify the formularfoalculating the total tenant payment (TTP) for a tenant
family. TTP is the highest of the following amounts, rounded to the nearest dollar:

T 30 percent of the familyds monthly adjusted

1 10 percentofthefaml y6s mont hly gross income (annual
by 12)

1 The welfare rent (in apaid states only)
1 A minimum rent between $0 and $50 that is established by the SFHA

The SFHA has authority to suspend and exempt families from minireatrwhen a financial
hardship exists, as defined in sectiohI@B.

Welfare Rent [24 CFR 5.628]

SFHA Policy
Welfare rent does not apply in this locality.

Minimum Rent [24 CFR 5.630]

SFHA Policy
The minimum rent for this locality is $25.00.

Optional Changes to IncomeBased Rents [24 CFR 960.253(c)(2) and PH Occ GB,
pp. 131-134]

SFHAs have been given very broad flexibility to establish their own, unique rent calculation
systems as long as the rent produced is not higher than that calculated usifigP tlaadl
mandatory deductions. At the discretion of the SFHA, rent policies may structure a system that
uses combinations of permissive deductions, escrow accounts, Hbem®@ rents, and the
required flat and minimum rents.
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The SFHAOGs mi ni manoite pokcied stillaappty torabectéd families. Utility
allowances are applied to SFHA designed incdraged rents in the same manner as they are
applied to the regulatory incontmsed rents.

The choices are limited only by the requirement that the adetised not produce a TTP or
tenant rent greater than the TTP or tenant rent produced under the regulatory formula.

SFHA Policy
The SFHA chooses not to adopt optional changes to int@®ed rents.

Utility Reimbursement [24 CFR 960.253(c)(3)]

Utility reimbursement occurs when any applicable utility allowance for tgyzaght utilities
exceeds the TTP. HUD permits the SFHA to pay the reimbursement to the family or directly to
the utility provider.

The SFHA may make all utility reimbursement paymentsualitying families on a monthly

basis or may make quarterly payments when the monthly reimbursement amount is $15.00 or

| ess. Rei mbur sement sé must be made once per
retroactively and must be prorated if thenfly leaves the program in advance of its next
guarterly reimbursement. TH&FHA must also adopt hardship policies for families for whom
receiving quarterly reimbursement would create a financial hardship. The SFHA must issue
reimbursements that exceet5f00 per month on a monthly basis.

SFHA Policy
The SFHA willissue allutility reimbursementslirectly to the familymonthly.
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6-111.B. FINANCIAL HARDSHIPS AFFECTING MINIMUM RENT  [24 CFR 5.630]

SFHA Policy

The financial hardship rules described belowlgapthis jurisdiction because the SFHA
has established a minimum rent of $25.00.

Overview

If the SFHA establishes a minimum rent greater than zero, the SFHA must grant an exemption
from the minimum rent if a family is unable to pay the minimum rent usaf financial
hardship.

The financial hardship exemption applies only to families required to pay the minimum rent. If a

familydéds TTP i s hi gher than the minimum ren
exemption. If the SFHA determines that a dsdnip exists, the TTP is the highest of the
remaining components of the familyds calcul at

HUD-Defined Financial Hardship
Financial hardship includes the following situations:

(1) The family has lost eligibility for or is awaiting an eligibility determination for a federal,
state, or local assistance program. This includes a family member who is a noncitizen
lawfully admitted for permanent residence under the Immigration and NktyoAat who
would be entitled to public benefits but for Title 1V of the Personal Responsibility and Work
Opportunity Act of 1996.

SFHA Policy
A hardship will be considered to exist only if the loss of eligibility has an impact on the
f ami | y 6 spayahe mihimumyentt o

For a family waiting for a determination of eligibility, the hardship period will end as of
the first of the month following (1) implementation of assistance, if approved, or (2) the
decision to deny assistance. A family whose regfm assistance is denied may request
a hardship exemption based upon one of the other allowable hardship circumstances.

(2) The family would be evicted because it is unable to pay the minimum rent.

SFHA Policy

For a family to qualify under this provai, the cause of the potential eviction must be
the familyods f ai lpaidutliiesso pay rent or tenant

(3) Family income has decreased because of changed family circumstances, including the loss of
employment.

(4) A death has occurred in the family.
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SFHA Policy

In order to qualify under this provision, a family must describe how the death has created
a financial hardship (e.g., because of funeetdted expenses or the loss of the family
member 6s i ncome) .

(5) The family has experienced other circumsts determined by the SFHA.

SFHA Policy
The SFHA has not established any additional hardship criteria.

Implementation of Hardship Exemption
Determination of Hardship

When a family requests a financial hardship exemption, the SFHA must suspend thenminimu
rent requirement beginning the first of the m

The SFHA then determines whether the financial hardship exists and whether the hardship is
temporary or longerm.

SFHA Policy

The SFHA defines temporary hardship as a $taplexpected to last 90 calendar days or
less. Long term hardship is defined as a hardship expected to last more than 90 calendar
days.A hardship must be requested within 15 calendar days frormmothenencement of

the hardship

If a family can provideevidence satisfactory to the SFHA that the monthly payment
amount as determined by the SFHA would impose an undue hardship or that their income
is $0, the SFHA will require a lower monthly payment amount of no less than $25.00
towards the repayment agreemt. If the tenant is already paying $25 towards past due
debt, the amount will remain at $25.00.

The SFHA may not evict the family for nonpayment of minimum rent during the 90 calendar day
period beginning the mont hhafdghib éxempiionng t he f ami

When the minimum rent is suspended, the TTP reverts to the highest of the remaining
components of the calculated TTP. The example below demonstrates the effect of the minimum
rent exemption.

Example: Impact of Minimum Rent Exemption

Assume the SFHA has established a minimum rent of $35.

TTP 1 No Hardship TTP 1 With Hardship
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$0 30% of monthly adjusted incomq $0 30% of monthly adjusted income
$15 10% of monthly gross income | $15 10% of monthlygross income
N/A Welfare rent N/A Welfare rent
$25 Minimum rent $25 Minimum rent
Minimum rent applies. Hardship exemption granted.
TTP = $25 TTP = $15

SFHA Policy

To qualify for a hardship exemption, a family must submit a request for a hardship
exemption in writing. The request must expléiwe nature of the hardship and how the
hardship has affected the familyds ability

The SFHA will make the determination of hardship within 30 calendar days.
No Financial Hardship

If the SFHA determines there is no financial hardstiip SFHA will reinstate the minimum rent
and require the family to repay the amounts suspended.

For procedures pertaining to grievance hear:i
hardship exemption, see Chapter 14, Grievances and Appeals.

SFHA Pdicy

The SFHA will require the family to repay the suspended amount within 30 calendar days
of the SFHAOGs notice that a hardship exemp

Temporary Hardship

If the SFHA determines that a qualifying financial hardship is tempotas/,SFHA must
reinstate the minimum rent from the beginning of the first of the month following the date of the
familyéds request for a hardship exemption.

The family must resume payment of the minimum rent and must repay the SFHA the amounts
suspended. HD requires the SFHA to offer a reasonable repayment agreement, on terms and
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conditions established by the SFHA. The SFHA also may determine that circumstances have

changed and the hardship is now a loergn hardship.

For procedures pertaining to grievanc hear i ng requests based
hardship exemption, see Chapter 14, Grievances and Appeals.

SFHA Policy

upor

The SFHA will enter into a repayment agreement in accordance with the SFHA's

repayment agreement policy (see Chapter 16).

Long-Term Hardship

If the SFHA determines that the financial hardship is {rg), the SFHA must exempt the

family from the minimum rent requirement for so long as the hardship continues. The exemption
wi || apply from the first mduesttuhtietheneadchdf the f ol |

qualifying hardship. When the financial hardship has been determined to b&iongthe
family is not required to repay the minimum rent.

SFHA Policy
The hardship period ends when any of the following circumstances apply:

(1))At an interim or annual reexamination

minimum rent.

, th

(2) For hardship conditions based on loss of income, the hardship condition will continue

to be recognized until new sources of income are receivedrthat Eeast equal to the

amount lost. For example, if a hardship is approved because a family no longer
receives a $60/month child support payment, the hardship will continue to exist until

the family receives at least $60/month in income from anothecesaironce again
begins to receive the child support.

(3) For hardship conditions based upon hardsbipted expenses, the minimum rent

exemption will continue to be recognized until the cumulative amount exempted is

eqgual to the expense incurred.
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6-111. C. UTILITY ALLOWANCES [24 CFR 965, Subpart E]
Overview

Utility allowances are provided to families paying inceb@sed rents when the cost of utilities
i's not included in the r en-basedVntete SEHAtMastuse ni ng
the utility allowance applicable to the type of dwelling unit leased by the family.

For policies on establishing and updating utility allowances, see Chapter 16.
Reasonable Accommodation [24 CFR 8]

On request from a family, SFHAs must approve a utility allowathee¢ is higher than the
applicable amount for the dwelling unit if a higher utility allowance is needed as a reasonable
accommodation to make the program accessible to and usable by the family with a disability [PH
Occ GB, p. 172].

Residents with disabilés may not be charged for the use of certain res&lgoplied appliances
if there is a verified need for special equipment because of the disability [PH Occ GB, p. 172].

See Chapter 2 for policies related to reasonable accommodations.
Utility Allowance Revisions [24 CFR 965.507]

The SFHA must review its schedule of utility allowances each year. Between annual reviews, the
SFHA must revise the utility allowance schedule if there is a rate change that by itself or together
with prior rate changes not adjedtfor, results in a change of 10 percent or more from the rate

on which such allowances were based. Adjustments to resident payments as a result of such
changes must be retroactive to the first day of the month following the month in which the last
rate tiange taken into account in such revision became effective [PH Occ GB, p. 171].

The tenant rentalculatonsmust refl ect any changes in the S
[24 CFR 960.253(c)(3)]-

SFHA Policy

Unless the SFHA is required to revise wilillowances retroactively, revised utility

all owances wi ll be applied to a familyds r

after the allowance is adopted.
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6-111.D. PRORATED RENT FOR MIXED FAMILIES [24 CFR 5.520 ; Notice PIH 201605]

HUD reguhtions prohibit assistance to ineligible family memberaniked familyis one that
includes at least one U.S. citizen or eligible immigrant and any number of ineligible family
members. The SFHA must prorate the assistance provided to a mixed family-FAewal!

first determine TTP as if all family members were eligible and then prorate the rent based upon
the number of family members that actually are eligible. To do this, the SFHA must:

(1) Subtract the TTP fromthe flat rent applicable to the unit.hE result is the maximum
subsidy for which the family could qualify if all members were eligible.

(2) Divide the family maximum subsidy by the number of persons in the family to determine the
maximum subsidy per each family member who is eligible (memiagimum subsidy).

(3) Multiply the member maximum subsidy by the number of eligible family members.
(4) Subtract the subsidy calculated in the last step from therent. This is the prorated TTP.

(5) Subtract the utility allowance for the unit from the ptecaTTP. This is the prorated rent for
the mixed family.

(6) When the mixed familydés TTP is greater
prorated TTP. The prorated TTP minus the utility allowance is the prorated rent for the
mixed family.
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6-11l.LE. FLAT RENTS AND FAMILY CHOICE IN RENTS [24 CFR 960.253]
Flat Rents [24 CFR 960.253(b)]

The flat rent is designed to encourage-safficiency and to avoid creating disincentives for
continued residency by families who are attempting to become moaity selfsufficient.

Changes in family income, expenses, or composition will not affect the flat rent amount because
it is outside the incombased formula.

Policies related to the reexamination of families paying flat rent are contained in Chagter 9,
policies related to the establishment and reviews of flat rents are contained in Chapter 16.

Family Choice in Rents [24 CFR 960.253(a) and (e)]

Once each year, the SFHA must offer families the choice between a flat rent and an income
based rent. Thé&amily may not be offered this choice more than once a year. The SFHA must
document that flat rents were offered to families under the methods used to determine flat rents
for the SFHA.

SFHA Policy

The annual SFHA offer to a family of the choice betweandhd incomdased rent will
be conducted upon admission and upon each subsequent annual reexamination.

The SFHA will require families to submit their choice of flat or incelpased rent in
writing and will maintain such requests in the tenant file a$ gathe admission or
annual reexamination process.

The SFHA must provide sufficient information for families to make an informed choice. This

i nformation must include the SFHAO<dasqdoenti cy o
due to financial haghip and the dollar amount of the rent under each option. However, if the

family chose the flat rent for the previous year the SFHA is required to provide an heset

rent amount only in the year that a reexamination of income is conducted or ifnilg fa
specifically requests it and submits updated income information.
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Switching from Flat Rent to IncomeBased Rent Due to Hardship [24 CFR 960.253(f)]

A family can opt to switch from flat rent to incodbased rent at any time if they are unable to
pay the flat rent due to financial hardship. If the SFHA determines that a financial hardship
exists, the SFHA must immediately allow the family to switch from flat rent to the inbaised
rent.

SFHA Policy

Upon determination by the SFHA that a financial Barg exists, the SFHA will allow a
family to switch from flat rent to incomeased rent effective the first of the month
foll owing the familyds request.

Reasons for financial hardship include:

1 The family has experienced a decrease in income because dajedhaircumstances,
including loss or reduction of employment, death in the family, or reduction in or loss of
earnings or other assistance

1 The family has experienced an increase in expenses, because of changed circumstances, for
medical costs, child cargansportation, education, or similar items

1 Such other situations determined by the SFHA to be appropriate

SFHA Policy

The SFHA considers payment of flat rent to be a financial hardship whenever the switch
to incomebased rent would be lower than the flatt [PH Occ GB, p. 137].

ChangePhasing In Flat Rents [Notice PIH201513; 24 CFR 960.253(4)

For current residents whose rent would increase as a result of new flat rent requirements, the
SFHA must restrict the increases to no more than 35 percerd ofitfent tenant rent per year.
This would necessitate a phaseof the rent increase.

Notice PIH 201513 requires that flat rents must be phased in at the full 35 percent per year,
SFHA doesnot have the option of phasing in flat rent increases athagss35 percent per year.

Flat Rent Impact Analysis Calculation

I n order to conduct a flat rent i mpact analys
amount by 1.35 and compare the result to the

Example: A family was paying a flat rent of $500 per month. At their annual recertification, the
PHA has increased the flat rent for their unit size to $700. The PHA would conduct a flat rent
impact analysis as follows:

$500 x 1.35 = $675
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Since the P HArénsof $700avoudd aesudt ih a rerit increase of more than
35 percent, the PHA would offer the family the choice to pay either $675 per month or an
incomebased rent. The flat rent increase would need to be phased in.

Flat Rents and Earned Income Disatbwance [A&O FAQs]

Because the EID is a function of inco#based rents, a family paying flat rent cannot qualify for
the EID even if a family member experiences an event that would qualify the family for the EID.
If the family later chooses to pay incofhesed rent, they would only qualify for the EID if a
new qualifying event occurred.

Under the EID original calculation method, a family currently paying flat rent that previously
qualified for the EID while paying incordgased rent and is currently withineth exclusion

period would have the exclusion period continue while paying flat rent as long as the
employment that is the subject of the exclusion continues. A family paying flat rent could
therefore see a family memefamilgispagngtiatrans i on per

Under the EID revised calculation method, a family currently paying flat rent that previously
gualified for the EID while paying income based rent and is currently within their exclusion
period would have the exclusion pericohtinue while paying flat rent regardless of whether the
employment that is the subject of the exclusion continues. A family paying flat rent could
therefore see a family memberés exclusion per
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| EXHIBIT 6-1: ANNUAL INCOME INCLUSIONS

24 CFR 5.609

(a) Annual income means all amounts, monetary
not, which:

(1) Go to, or on behalf of, the family head
spouse (even if temporarily absent) or to any of
family member; or

(2) Are anticipated to be received from a sou
outside the family during the I#onth period
following admission or annual reexaminatig
effective date; and

(3) Which are not specifically excluded
paragraph (c) of this section.

(4) Annual income also means amounts deri
(during the 12month period) from assets to whig
any memier of the family has access.

(b) Annual income includes, but is not limited to:

(1) The full amount, before any payroll deductiof
of wages and salaries, overtime pay, commissi
fees, tips and bonuses, and other compensatio
personal services;

(2) The net income from the operation of
business or profession. Expenditures for busin
expansion or amortization of capital indebtedn
shall not be used as deductions in determining
income. An allowance for depreciation of ass
used in a businesw profession may be deducte
based on straight line depreciation, as provide(
Internal Revenue Service regulations. A
withdrawal of cash or assets from the operatior]
a business or profession will be included
income, except to the extent thdtiwdrawal is
reimbursement of cash or assets invested in
operation by the family;

@B) Interest, dividends, and other net income of any
kind from real or personal property. Expenditures
ofor amortization of capital indebtedness shall not
hége used as dedtens in determining net income.
An allowance for depreciation is permitted only as
rC%uthorized in paragraph (b)(2) of this section. Any
withdrawal of cash or assets from an investment
will be included in income, except to the extent the
DN : .
withdrawal is reimbrsement of cash or assets
invested by the family. Where the family has net
Nfamily assets in excess of $5,000, annual income
shall include the greater of the actual income
ederived from all net family assets or a percentage
hof the value of such assets basmetdthe current
passbook savings rate, as determined by HUD;

(4) The full amount of periodic amounts received
drom Social Security, annuities, insurance policies,
pAgtirement funds, pensions, disability or death
h enefits, and other similar types of periodic
receipts, including a Ilumpum amount or
a{)rospective monthly amounts for the delayed start
egg a periodic amount (except as provided in
a&aragraph (c)(14) of this section);
& Payments in lieu of earnings, such as
ctdnemployment and disability compensation,
dworker's compensation and severance pay (except
§ @ provided in paragraph (c)(3) of this section);
ny6) Welfare assistance payments.

,?f) Welfare assistance payments made under the
remporary Assistance for Needy Families (TANF)

rogram are included in annuatome only to the
tgﬁtent such payments:

(A) Qualify as assistance under the TANF program
definition at 45 CFR 260.31and

(B) Are not otherwise excluded under paragraph
(c) of this section.

San Francisco
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(ii) If the welfare assistance payment includes

a5 CFR: GENERAL TEMPORARY ASSISTANCE

amount specifically designated for shelter apd-oR NEEDY FAMILIES

utilities that is subject to adjustment by the welfare g 9 = 3 1

assistance agency in accordance with the acttéal

cost of shelter and utilities, the amount of welfar
assistance income to be included as income sh
consist of:

Wh a't does

a) (1) The term
ﬂyments, vouchers, and other forms of benefits
esigned to meet a

exclusive of the amount specifically designated fagxpenses).

shelter or utilities; plus

(B) The maximum amount that the welfare
assistance agency could in fact allow the family [fo
shelter and utilities. If the family's wate
assistance is ratably reduced from the standar
need by applying a percentage,

the amoufif)

(2) It includes such benefits even when they are:
i) Provided in the form of payments by a TANF

gency, or other agency on its behalf, to individual

" rgFlplents; and

Conditioned on participation in work

calculated under this paragraph shall be the ampfPerience or community service (or any other

resulting from one application of the percentage
(7) Periodic and determinable allowances, sucli

work activity under 261.30 of this chapter).
£3) Except where excluded under paragraph (b) of

alimony and child support payments, and reguldPis section, it also includes supportive services
contributions or gifts received from organization$Uch as transportatioma child care provided to

or from persons not residing in the dwelling;

(8) All regular pay, special pay and allowances afa b )

families who are not employed.

[ The definition of

member of the Armed Forces (except as provigddonrecurring, shorterm benefits that:

in paragrah (c)(7) of this section)

(i) Are designed to deal with a specific crisis

(9) For Housing Choice Voucher programs!tuation or episode of need;

financial assistance,

only and as provided in 24 CFR 5.612, gnf}i) Are not intended to meeecurrent or ongoing

in excess of amoynf§eds; and

received for tuition, that an individual receivegiii) Will not extend beyond four months.

under the Higher Education Act of 1965 (2@2) Work subsidies (i.e., payments to employers or
U.S.C. 1001et seq), from private sources, grthird parties to help cover the costs of employee
from an institution of higher education (agvages, benefits, supervision, and training);

defined under the Higher Education Act

0f3) Supportive services such as dhitare and

1965 (20U.S.C. 1002)), shall be considergdransportation provided to families who are
income to that individual, except that financfagmployed;

assistance described in this paragrapmas

(4) Refundable earned income tax credits;

considered annual income for persons over|tl®) Contributions to, and distributions from,
age of 23 with dependent children. Homdividual Development Accounts;

purposes of this R6R Jerdic@d s@ciP 83 counselihd, task dnggémrit,
assistanceo does n ot peérsuppory chietard irfoarationpandorefesrad d s
the purpose of determining income. transitional  services, job  retention, job
‘ HHS DEFINITION OF "ASSISTANCE" ‘ advancement, and other employmesiated
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(i.e., for food, clothing, sheer, utilities, household
(A) The amount of the allowance or grankoods, personal care items, and general incidental
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services that do not provide basic income supposection 404(k) of [the Social Security] Act, to an
and individual who is not otherwise receiving
(7) Transportation benefits provided under a Jo®ssistance

Access or Reverse Comisuproject, pursuant t
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| EXHIBIT 6-2: ANNUAL INCOME EXCLUSIONS

24 CFR 5.609
(c) Annual income does not include the following

(1) Income from employment of children
(including foster children) under the age
18years;

(2) Payments received for the care of fog
children or foster adults (usually persons w
disabilities, unrelated to the tenant family, who ;
unable to live alone);

(3) Lumpsum additions to family assets, such
inheritances, insurance payments (includ
payments under health and accident insurance
worker's compensation), capital gains
settlement for personal or property losses (exd
as provided in paragraph (b)(of this section);

(4) Amounts received by the family that argrograms

specifically for, or in reimbursement of, the cost
medical expenses for any family member;

(5) Income of a livan aide, as defined in
Sec.5.403;

(6) Subject to paragraph (b)(9) of thiscion,
the full amount of student financial assistarj
paid directly to the student or to th
educational institution

(7) The special pay to a family member serving
the Armed Forces who is exposed to hostile fire

(8) (i) Amounts received under tramg programs
funded by HUD;

(i) Amounts received by a person with a disabil
that are disregarded for a limited time for purpo
of Supplemental Security Income eligibility ar
benefits because they are set aside for use un
Plan to Attain SelSufficiency (PASS);

(i) Amounts received by a participant in oth
publicly assisted programs which are specifica
for or in reimbursement of owf-pocket expense
incurred (special equipment, clothin
transportation, child care, etc.) and which are m

an
(S)

: (iv) Amounts received under a resident service
stipend. A resident service stipend is a modest
Hfmount (not to exceed $200 per month) received
by a resident for performing a service for the
SFHA or owner on a partime basis, that
[nhances the quality of life in the development.
th\Such services may include, but are not limited to,
fire patrol, hall monitoring, lawn maintenance,
resident initiatives coordination, and serving as a
amember of the SFHA's goveng board. No
ngesident may receive more than one such stipend
atharing the same period of time;

Incremental earnings and benefits resulting to
y family member from participation in
qualifying State or local employment training
(including traing programs not
obffiliated with a local government) and training of
a family member as resident management staff.
Amounts excluded by this provision must be
received under employment training programs with
clearly defined goals and objectives, and are
exduded only for the period during which the
CRmily member participates in the employment
€raining program;

(9) Temporary, nonrecurring or sporadic income
ifincluding gifts);

(10) Reparation payments paid by a foreign
government pursuant to claims filed unte laws

of that government by persons who were
ypersecuted during the Nazi era;

5€d.1) Earnings in excess of $480 for each-funle
dstudent 18 years old or older (excluding the head
Hesf &ousehold and spouse);

(12) Adoption assistance payments in excess of
21$480 per adopted child;

E”YlS) [Reserved]

5(14) Deferred periodic amounts from supplemental
aégcurity income and social security benefits that

solely to allow participation in a specific program

San Francisco
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prospective monthly amountsor any deferred
Department of Veterans Affairgsability benefits
that are received in a lump sum amount
prospective monthly amounts

(15) Amounts received by the family in the form

refunds or rebates under State or local law fép

property taxes paid on the dwelling unit;

(16) Amounts paid by a SEagency to a family
with a member who has a developmental disabil
and is living at home to offset the cost of servi

and equipment needed to keep the developmen
disabled family member at home; or

San Francisco

(17) Amounts specifically excluded by any other
Federal statute from consideration as income for
gourposes of determining eligibility or benefits
under a category of assistance programs that

bincludes assistance under any program to which

e exclusions set forth in 24 CFR 5.609(c) apply.
A notice will bepublished in the Federal Register
and distributed to SFHAs and housing owners
_identifying the benefits that qualify for this
xclusion. Updates will be published and
&istributed when necessary. [See the following
Mart for a list of benefits that qualiffor this

exclusion.]
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| EXHIBIT 6-3: TREATMENT OF FAMILY ASSETS

24 CFR 5.603(b) Net Family Assets

(1) Net cash value after deducting reasonable ¢
that would be incurred in disposing of re
propety, savings, stocks, bonds, and other forj
of capital investment, excluding interests in Indi
trust land and excluding equity accounts in HU
homeownership programs. The value of neces
items of personal property such as furniture 4
automobiles sill be excluded.

(2) In cases where a trust fund has been establi
and the trust is not revocable by, or under
control of, any member of the family or househg
the value of the trust fund will not be considered
asset so long as the fund con@suto be held in
trust. Any income distributed from the trust fur
shall be counted when determining annual incd
under Sec. 5.609.

San Francisco

Admissions and Cont

0$8) In determining net family assets, SFHAs or
abwners, as applicable, shall include the value of
masny business or family ssts disposed of by an
aapplicant or tenant for less than fair market value
Jincluding a disposition in trust, but not in a
sdigreclosure or bankruptcy sale) during the two
angears preceding the date of application for the
program or reexamination, as applieakbh excess
ifghe consideration received there for. In the case
thef a disposition as part of a separation or divorce
|O§ettlement, the disposition will not be considered to
ae for less than fair market value if the applicant or

tenant receives important c@deration not
\gneasurable in dollar terms.

m@) For purposes of determining annual income
under Sec. 5.609, the term "net family assets" does
not include the value of a home currently being
purchased with assistance under part 982, subpart
M of this title. This exclusion is limited to the first
10 years after the purchase date of the home.
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| EXHIBIT 6-4: EARNED INCOME DISALLOWANCE
24 CFR 960.255 Selufficiency incentive Disallowance of increase in annual ioome.

(a) Definitions The following definitions apply for purposes of this section.

Baseline IncomeThe annual income immediately prior to implementation of the disallowance described
in paragraplic )(1) of this setion of a person who is a memberaofjualified family.

Disallowance Exclusion from annual income.

Previously unemployeidcludes a person who has earned, in the twelve months previous to employment,
no more than would be received for 10 hours of work per week for 50 weeks at the established minimum
wage.

Qualified family A family residing in public housing:

(i) Whose annal income increases as a result of employment of a family member who was unemployed
for one or more years previous to employment;

(i) Whose annual income increases as a result of increased earnings by a family member during
participation in any economi@k-sufficiency or other job training program; or

(i) Whose annual income increases, as a result of new employment or increased earnings of a family
member, during or within six months after receiving assistance, benefits or services under any state
progam for temporary assistance for needy families funded under Part A of Title IV of the Social
Security Act, as determined by the SFHA in consultation with the local agencies administering temporary
assistance for needy families (TANF) and WeHar&Vork (WWTW) programs. The TANF program is not
limited to monthly income maintenance, but also includes such benefits and servicestiase one
payments, wage subsidies and transportation assiétgmogided that the total amount over a-sionth

period is at leas$500.

(b) Disallowance of increase in annual income

(1) Initial twelve month exclusiomuring the 12month period beginning on the date on which a member

of a qualified family is first employed or the family first experiences an increase in annualeincom
attributable to employment the PHA must exclude from the annual income (as defined in 85.609 of this
title) of a qualified family any increase in the income of the family member as a result of employment
over the baseline income of that family member.

(2) Second twelve month exclusion and SFHAs®uring the second cumulative twelve month period
after the date a member of a qualified family is first employed or the family first experiences an increase
in annual income attributable to employment, thé&l&knust exclude from annual income of a qualified
family fifty percent of any increase in income of such family member as a result of employment over
income of that family member prior to the beginning of such employment.

(3) Maximum four year disallowancd he disallowance of increased income of an individual family
member as provided in paragraph (b)(1) or (b)(2) of this section is limited to a lifetime 48 month period.
It only applies for a maximum of twelve months for disallowance under paragraphgi(s) maximum

of twelve months for disallowance under paragraph (b)(2), during tineoAg period starting from the
initial exclusion under paragraph (b)(1) of this section.

(4) Effect of changes on currently participating familieamilies eligiblefor and participating in the
disallowance of earned income under this section prior to May 9, 2016 will continue to be governed by
this section in effect as it existed immediately prior to that date.

200
San Francisco Housing Authority
Admissions and Continued Occupancy Policy
2016



(c) Inapplicability to admissionThe disallowance of @reases in income as a result of employment under
this section does not apply for purposes of admission to the program (including the determination of
income eligibility and income targeting).

(d) Individual Savings Account#s an alternative to the disalvance of increases in income as a result

of employment described in paragraph (b) of this section, a SFHA may choose to provide for individual
savings accounts for public housing residents who pay an irbag&sl rent, in accordance with a written
policy, which must include the following provisions:

(1) The SFHA must advise the family that the savings account option is available;

(2) At the option of the family, the SFHA must deposit in the savings account the total amount that would
have been included ienant rent payable to the SFHA as a result of increased income that is disallowed
in accordance with paragraph (b) of this section;

(3) Amounts deposited in a savings account may be withdrawn only for the purpose of:
(i) Purchasing a home;

(i) Paying edication costs of family members;

(iif) Moving out of public or assisted housing; or

(iv) Paying any other expense authorized by the SFHA for the purpose of promoting the econemic self
sufficiency of residents of public housing;

(4) The SFHA must maintairhé¢ account in an interest bearing investment and must credit the family
with the net interest income, and the SFHA may not charge a fee for maintaining the account;

(5) At least annually the SFHA must provide the family with a report on the status ettheng and

(6) If the family moves out of public housing, the SFHA shall pay the tenant any balance in the account,
minus any amounts owed to the SFHA.
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EXHIBIT 6-5: THE EFFECT OF WELFARE BENEFIT REDUCTION

24 CFR 5.615

Public housing program and HousingChoice Voucher tenantbased assistance program:
How welfare benefit reduction affects family income.

(a) Applicability. This section applies to covered families who reside in public housing (part 960 of this
title) or receive Housing Choice Voucher tenbhased assistance (part 982 of this title).

(b) Definitions.The following definitions apply for purposes of this seatio

Covered familiesFamilies who receive welfare assistance or other public assistance benefits ("welfare
benefits") from a State or other public agency ("welfare agency") under a program for which Federal,
State, or local law requires that a member of the family mustiparte in an economic sedufficiency
program as a condition for such assistance.

Economic selgufficiency programSee definition at Sec. 5.603.

Imputed welfare incom&he amount of annual income not actually received by a family, as a result of a
speified welfare benefit reduction, that is nonetheless included in the family's annual income for
purposes of determining rent.

Specified welfare benefit reduction.

(1) A reduction of welfare benefits by the welfare agency, in whole or in part, for a famihber, as
determined by the welfare agency, because of fraud by a family member in connection with the welfare
program; or because of welfare agency sanction against a family member for noncompliance with a
welfare agency requirement to participate ireaonomic sefsufficiency program.

(2) "Specified welfare benefit reduction" does not include a reduction or termination of welfare benefits
by the welfare agency:

(i) at expiration of a lifetime or other time limit on the payment of welfare benefits;

(i) because a family member is not able to obtain employment, even though the family member has
complied with welfare agency economic salffficiency or work activities requirements; or

(i) because a family member has not complied with other welfanecggequirements.
(c) Imputed welfare income.

(1) A family's annual income includes the amount of imputed welfare income (because of a specified
welfare benefits reduction, as specified in notice to the SFHA by the welfare agency), plus the total
amount ofother annual income as determined in accordance with Sec. 5.609.

(2) At the request of the SFHA, the welfare agency will inform the SFHA in writing of the amount and
term of any specified welfare benefit reduction for a family member, and the reasowctHareduction,

and will also inform the SFHA of any subsequent changes in the term or amount of such specified welfare
benefit reduction. The SFHA will use this information to determine the amount of imputed welfare
income for a family.

(3) A family's annal income includes imputed welfare income in family annual income, as determined at
the SFHA's interim or regular reexamination of family income and composition, during the term of the
welfare benefits reduction (as specified in information provided t&H+A by the welfare agency).
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(4) The amount of the imputed welfare income is offset by the amount of additional income a family
receives that commences after the time the sanction was imposed. When such additional income from
other sources is at leastuad| to the imputed

(5) The SFHA may not include imputed welfare income in annual income if the family was not an
assisted resident at the time of sanction.

(d) Review of SFHA decision.

(1) Public housing. If a public housing tenant claims that the SFaArot correctly calculated the
amount of imputed welfare income in accordance with HUD requirements, and if the SFHA denies the
family's request to modify such amount, the SFHA shall give the tenant written notice of such denial, with
a brief explanatiorof the basis for the SFHA determination of the amount of imputed welfare income.
The SFHA notice shall also state that if the tenant does not agree with the SFHA determination, the tenant
may request a grievance hearing in accordance with part 966, sBbpfattiis title to review the SFHA
determination. The tenant is not required to pay an escrow deposit pursuant to Sec. 966.55(e) for the
portion of tenant rent attributable to the imputed welfare income in order to obtain a grievance hearing on
the SFHA @termination.

(2) Housing Choice Voucher Program participant. A participant in the H tbaaetl assistance program

may request an informal hearing, in accordance with Sec. 982.555 of this title, to review the SFHA
determination of the amount of imputectifare income that must be included in the family's annual
income in accordance with this section. If the family claims that such amount is not correctly calculated in
accordance with HUD requirements, and if the SFHA denies the family's request to sumtifgmount,

the SFHA shall give the family written notice of such denial, with a brief explanation of the basis for the
SFHA determination of the amount of imputed welfare income. Such notice shall also state that if the
family does not agree with the SRHletermination, the family may request an informal hearing on the
determination under the SFHA hearing procedure.

(e) SFHA relation with welfare agency.

(1) The SFHA must ask welfare agencies to inform the SFHA of any specified welfare benefits reduction
for a family member, the reason for such reduction, the term of any such reduction, and any subsequent
welfare agency determination affecting the amount or term of a specified welfare benefits reduction. If the
welfare agency determines a specified welfaenefits reduction for a family member, and gives the
SFHA written notice of such reduction, the family's annual incomes shall include the imputed welfare
income because of the specified welfare benefits reduction.

(2) The SFHA is responsible for deteénimg the amount of imputed welfare income that is included in

the family's annual income as a result of a specified welfare benefits reduction as determined by the
welfare agency, and specified in the notice by the welfare agency to the SFHA. Howe&fHihés

not responsible for determining whether a reduction of welfare benefits by the welfare agency was
correctly determined by the welfare agency in accordance with welfare program requirements and
procedures, nor for providing the opportunity for eswvi or hearing on such welfare agency
determinations.

(3) Such welfare agency determinations are the responsibility of the welfare agency, and the family may
seek appeal of such determinations through the welfare agency's normal due process procedures. The
SFHA shall be entitled to rely on the welfare agency notice to the SFHA of the welfare agency's
determination of a specified welfare benefits reduction.
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Chapter 7
VERIFICATION

[24 CFR 960.259, 24 CFR 5.230, Notice PIH 208)
INTRODUCTION

The SFHA must wverify all/|l i nformation that 1is
of assistance and is required to obtain written authorization from the family in order to collect
the information. Applicants and program pagents must cooperate with the verification
process as a condition of receiving assistance. The SFHA must not pass on the cost of
verification to the family.

The SFHA will follow the verification guidance provided by HUD in Notice PIH 2020and
any subsguent guidance issued by HUD. This chapter summarizes those requirements and
provides supplementary SFHA policies.

Part | describes the general verification process. Part Il provides more detailed requirements
related to family information, Part 1ll proved information on income and assets, and Part IV
covers mandatory deductions.

Verification policies, rules and procedures will be modified as needed to accommodate persons
with disabilities. All information obtained through the verification process wilhaedled in
accordance with the records management policies established by the SFHA.
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PART I: GENERAL VERIFICATION REQUIREMENTS

7-1.A. FAMILY CONSENT TO RELEASE OF INFORMATION
[24 CFR 960.259, 24 CFR 5.230]

The family must supply any information that t8EHA or HUD determines is necessary to the
administration of the program and must consent to SFHA verification of that information [24
CFR 960.259(a)(1)].

Consent Forms

It is required that all adult applicants and tenants sign form 19886, Authorizationfor

Release of Information. The purpose of form HO886 is to facilitate automated data collection

and computer matching from specific sources and provides the family's consent only for the
specific purposes listed on the form. HUD and the SFHA may taliéarmation from State

Wage Information Collection Agencies (SWICAs) and current and former employers of adult
family members. Only HUD is authorized to collect information directly from the Internal
Revenue Service (IRS) and the Social Security Adnmatisnh (SSA). Adult family members

must sign other consent forms as needed to co
and level of assistance.

Penalties for Failing to Consent [24 CFR 5.232]

If any family member who is required to sigr@nsent form fails to do so, the SFHA will deny
admission to applicants and terminate the lease of tenants. The family may request a hearing in
accordance with the SFHA's grievance procedures.
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7-1.B. OVERVIEW OF VERIFICATION REQUIREMENTS
HUDOG s V e Hiefarclty §NoticeoPIH 2010-19]

HUD mandates the use of the EIV system and offers administrative guidance on the use of other
methods to verify family information and specifies the circumstances in which each method will
be used. In general HUD requirdetSFHA to use the most reliable form of verification that is
available and to document the reasons when the SFHA uses a lesser form of verification.

In order of priority, the forms of verification that the SFHA will use are:

Up-front Income Verificationl V) wusi ng HUDG6s Enterprise |
system

Up-front Income Verification (UIV) using a neHUD system

Written Third Party Verification (may be provided by applicant or resident)
Written Third-party Verification Form

Oral Thirdparty Verfication

Self-Certification

Each of the verification methods is discussed in subsequent sections below.

Requirements for Acceptable Documents

SFHA Policy

Any documents used for verification must be the original (not photocopies) and generally
must be dai within 60 calendar days of the date they are provided to the SFHA. The
documents must not be damaged, altered or in any way illegible.

Print-outs from official web pages are considered original documents.

The SFHA staff member who views the origirddcument must make a photocopy,
annotate the copy with the name of the person who provided the document and the date
the original was viewed, and sign the copy.

Any family selfcertifications must be made in a format acceptable to the SFHA and must
be sigred in the presence of a SFHA representative or SFHA notary public.

206
San Francisco Housing Authority

Admissions and Continued Occupancy Policy
2016



File Documentation

The SFHA must document in the file how the figures used in income and rent calculations were
determined. All verification attempts, information obtained, and decisieamshed during the
verification process wil/ be recorded in the
the SFHA has followed all of the verification policies set forth in this ACOP. The record should

be sufficient to enable a staff memberHD reviewer to understand the process followed and

conclusions reached.
SFHA Policy
The SFHA will document, in the family file, the following:
Reported family annual income
Value of assets
Expenses related to deductions from annual income
Other factorsnfluencing the adjusted income or incolyesed rent determination

When the SFHA is unable to obtain thjpdrty verification, the SFHA will document in the
family file the reason that thirdarty verification was not available [24 CFR 960.259(c)(1);

NoticePIH 201019].
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7-1.C. UP-FRONT INCOME VERIFICATION (UIV)

Upf ront i ncome verification (UlIV) refers to t
from independent sources that maintain computerized information about earnings and benefits.
UIV will be used to the extent that these systems are available to the SFHA.

There may be legitimate differences between the information provided by the family and UIV
generated information. If the family disputes the accuracy of UIV data, no adverse action can be
taken until the SFHA has independently verified the UIV information and the family has been
granted the opportunity to contest any adverse findings through the SFHA's informal
review/hearing processes. (For more on UIV and income projection, see selcion 6

Upfront I ncome Verification Using HUDOs Ent er
(Mandatory)

SFHAs must use HUDOG6s EI V s-pagytseurte to werify termnt e nt i r
employment and income information during mandatory reexamirsatioom r r ecer t i f i c @
family composition and income in accordance with 24 CFR 5.236 and administrative guidance

i ssued by HUD. HUDOGs EIV system contains de
benefits, social security benefits, and SSI benefits pfanticipant families. The following
policies apply to the use of HUDOG6s EIV system

EIV Income Reports

The data shown on income reports is updated quarterly. Data may be between three and six
months old at the time reports are generated.

SFHA Policy

The SFHA will obtain income reports for annual reexaminations on a monthly basis.
Reports will be generated as part of the regular reexamination process.

Income reports will be compared to fampyovided information as part of the annual
reexamination procestncome reports may be used in the calculation of annual income,
as described in Chapter 6.1.C. Income reports may also be used to meet the regulatory
requirement for third party verification, as described above. Policies for resolving
discrepancies betwea income reports and famipyrovided information will be resolved

as described in Chapter 6.1.C. and in this chapter.

Income reports will be used in interim reexaminations to identify any discrepancies
between reported income and income shown in the EBfem, and as necessary to
verify and calculate earned income, unemployment benefits, Social Security and/or SSI
benefits. EIV will also be used to verify that families claiming zero income are not
receiving income from any of these sources.

Income reportswill be retained in resident files with the applicable annual or interim
reexamination documents.
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When the SFHA determines through income reports and-plairty verification that a
family has concealed or undexported income, corrective action will beken pursuant
to the policies in Chapter 15, Program Integrity.
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EIV Identity Verification

The EIV system verifies resident identities against Social Security Administration (SSA) records.
These records are compared to Public and Indian Housing Inform@énter (PIC) data for a
match on social security number, name, and date of birth.

SFHAs ar e r e g uldentigyd erificationuReporonEalmdnihy/ basis to improve the
availability of income information in EIV [Notice PIH 2041D].

When idenity verification for a resident fails, a message will be displayed within the EIV system
and no income information will be displayed.

SFHA Policy

The SFHA will identify residents whose identity verification has failed by reviewing

E | Videstity Verificaton Reporton a monthly basis. The SFHA will attempt to resolve
PIC/SSA discrepancies by obtaining appropriate documentation from the tenant. When
the SFHA determines that discrepancies exist as a result of SFHA errors, such as spelling
errors or incorredbirth dates, it will correct the errors promptly.
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Upfront Income Verification Using Non-HUD Systems (Optional)

In addition to mandatory use of the EIV system, HUD encourages SFHAs to utilize other upfront
verification sources.

SFHA Policy

The SFHA will nform all applicants and residents of its use of the following UIV
resources during the admission and reexamination process:

HUDGs EIV system
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7-1.D. THIRD -PARTY WRITTEN AND ORAL VERIFICATION

HUDG6s current verificat i ontenhthiréparty vetifitation.dTeef i ne s
mor e preferabl e -pfaorrtny, viewriiftitceant i olmi, ©d consi st
generated by a thirgarty source, which may be received directly from a thady source or

provided to the SFHA by the familif. written third-party verification is not available, the SFHA

must attempt to -pantay nvar iifwird dattieoain tthomrmd. 0 Thi !
to collect information from a third party.

Written Third -Party Verification [Notice PIH 201019]

Written thirdparty verificationdocuments must be original and authentic and may be supplied
by the family or received from a thimhrty source.

Examples of acceptable tengmbvided documents include, but are not limited to: pay stubs,
payroll summary reports, employer notice or letters of hire and termination, SSA benefit
verification letters, bank statements, child support payment stubs, evbEaefit letters and/or
printouts, and unemployment monetary benefit notices.

The SFHA is required to obtain, at minimum, two current and consecutive pay stubs for
determining annual income from wages.

The SFHA may reject documentation provided by #maily if the document is not an original,
if the document appears to be forged, or if the document is altered, mutilated, or illegible.

SFHA Policy

Third-party documents provided by the family must be dated within 90 calendar days of
the SFHA request date.

If the SFHA determines that thhghrty documents provided by the family are not
acceptable, the SFHA will explain the reason to the family and request additional
documentation.

As verification of earned income, the SFHA will require the family to prothaetwo
most current consecutive pay stubs.

Written Third -Party Verification Form

When upfront verification is not available and the family is unable to provide writte rpitity

documents, the SFHA must request a written thady verification formHUD®&s posi ti or
that this traditional thirgbarty verification method presents administrative burdens and risks

which may be reduced through the use of faspilgvided thirdparty documents.

SFHAs may mail, fax, or-enail third-party written verificationform requests to thirgarty
sources.

SEHA Policy
The SFHA will send thirgbarty verification forms directly to the third party.
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Third-party verification forms will be sent when thipdwrty verification documents are
unavailable or are rejected by the S&H

Oral Third -Party Verification [Notice PIH 2010-19]

For thirdparty oral verification, SFHAs contact sources, identified by UIV techniques or by the
family, by telephone or in person.

Oral thirdparty verification is mandatory if neither form of writtémrd-party verification is
available.

Third-party oral verification may be used when requests for written-giarty verification forms
have not been returned within a reasonabledireg., 5 calendadays.

SFHAs should document in the file the datel dime of the telephone call or visit, the name of
the person contacted, the telephone number, as well as the information confirmed.

SFHA Policy

In collecting thirdpar ty or al verification, SFHA st af
name and title fothe person contacted, the date and time of the conversation (or attempt),
the telephone number used, and the facts provided.

When any source responds verbally to the initial written request for verification the
SFHA will accept the verbal responseaal verification but will also request that the
source complete and return any verification forms that were provided.

When Third -Party Verification is Not Required [Notice PIH 201019]

Third-party verification may not be available in all situations. Ho&s acknowledged that it
may not be costffective or reasonable to obtain thjdrty verification of income, assets, or
expenses when these items would have a mini ma

SFHA Policy

If the family cannot provide riginal documents, the SFHA will pay the service charge

required to obtain thirgbarty verification, unless it is not cost effective in which case a
self-certification will be acceptable as the only means of verification. The cost of
verification will notbe passed on to the family.

The cost of postage and envelopes to obtain-frartly verification of income, assets, and
expenses is not an unreasonable cost [VG, p. 18].

Primary Documents

Third-party verification is not required when legal documents aeptimary source, such as a
birth certificate or other legal documentation of birth.

Imputed Assets

The SFHA may accept a salértification from the family as verification of assets disposed of
for less than fair market value [HCV GB, p28].
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SFHA Polcy

The SFHA will accept a seffertification from a family as verification of assets disposed
of for less than fair market value [HCV GpB, 528].

Value of Assets and Asset Income [24 CFR 960.259]

For families with net assets totaling $5,000 or lessPthitA may accept t he f ami
of asset value and anticipated asset income. However, the PHA is required to obtguartizird
verification of all assets regardlesstbé amount during the intake process whenever a family
member is added andlagst every three years thereafter.

SFHA Policy

For families with net assets totaling $5,0
certification of the value of family assets and anticipated asset income when applicable.
The f ami | yndnsist sh@vceehch asset andthe amount of income expected from

t hat asset. Al family members 18 years
declaration.

The SFHA will use thireparty documentation of assets as part of the intake process,
whenever a faml y member i s added to verify the
years thereafter.

7-1.E. SELF-CERTIFICATION

When HUD requires thirgharty verification, slf-c er t i f i cati on, or ftenant
a last resort when the SFHA is unabl®bdain thirdparty verification.

Self-certification, however, is an acceptable form of verification when:

1 A source of income is fully excluded

1 Net family assets total $5,000 or less and the PHA has adopted a policy to accept self
certification at annualecertification, when applicable

1 The PHA has adopted a policy to implement streamlined amaatificationsfor fixed
sources of income (See Appendix B

When the SFHAwvas required to obtain thiplarty verification but instearcklies on a tenant
declaramb n f or verification of i ncome, asset s,
documented to explain why thighrty verification was not available.
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SFHA Policy

When information cannot be verified by a third party or by review of documents, family
membes will be required to submit setertifications attesting to the accuracy of the
information they have provided to the SFHA.

The SFHA may require a family to certify that a family member dugsreceive a
particular type of income or benefit.

The selfcertification must be made in a format acceptable to the SFHA and must be
signed by the family member whose information or status is being verified. All self
certifications must be signed in the presence of a SFHA representative or SFHA notary
public.
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PART Il
VERIFYING FAMILY INFORMATION

7-11LA. VERIFICATION OF LEGAL IDENTITY

SFHA Policy

The SFHA will require families to furnish verification of legal identity for each
household member.

Verification of Legal Identity for Adults | Verification of Legal Identity for
Children

Certificate of birth, naturalization paperg Certificate of birth
Church issued baptismal certificate Adoption papers

Current, valid driver's license ( Custody agreement
Department of Motor Vehiclg
identification card

U.S. military discharge (DD 214)
Current U.S. passport

Health and Human Services ID

Certified school records

Current employer iderftcation card

If a document submitted by a family is illegible for any reason or otherwise questionable,
more than one of these documents maxeleired.

I f none of these documents can be providec
who knows the person may attest to the pe
provided in a format acceptable to the SFHA and be signed in the presen&FblA
representative or SFHA notary public.

Legal identity will be verified for all applicants at the time of eligibility determination
and in cases where the SFHA has reason to doubt the identity of a person representing
him or herself to be a tenamt a member of a tenant family.

If a family is unable to provide original verification of legal identity due to domestic
violence, dating violence, sexual assault or stalking, the SFHA will grant the family an
extension of at least 90 calendar days in otdgermit the family to obtain replacement
identification.
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7-11.B. SOCIAL SECURITY NUMBERS [24 CFR 5.216 and Notice PIH 201210]

The family must provide documentation of a valid social security number (SSN) for each
member of the household, with the egtion of individuals who do not contend eligible
immigration status. Exemptions also include, existing residents who were at least 62 years of age
as of January 31, 2010, and had not previously disclosed an SSN.

The SFHA must accept the following documentation as acceptable evidence of the social
security number:

An original SSN card issued by the Social Security Administration (SSA)
An original SSAissued document, which contains the name and SSN of the iralividu

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

The SFHA may only reject documentation of an SSN provided by an applicant or resident if the
document is not an original daoent or if the original document has been altered, mutilated, or
is ineligible, or appears to be forged.

SFHA Policy

The SFHA will explain to the applicant or resident the reasons the document is not
acceptable and request that the individual obtainsabdhit acceptable documentation of
the SSN to the SFHA within 90 calendar days.

If an applicant family includes a child under 6 years of age who joined the household within the
6 months prior to the date of program admission, an otherwise eligible farayybe admitted

and must provide document at i on-dayfextensioewilcbbai | d 6 s
granted if the SFHA determines that the resi
circumstances and was Iloutside of the resident
SFHA Policy

The SFHA will grant one additional 9fay extension if needed for reasons beyond the
applicantdés control, such a del ayed process

disaster, fire, death in the family or other emergency.

When the resident requests to add a new household member who is at least 6 years of age, or
who is under the age of 6 and has an SSN, the resident must provide the complete and accurate
SSN assigned to each new member at the time of reexamination oificatert, in addition to

the documentation required to verify it. The SFHA may not add the new household member until
such documentation is provided.

When a resident requests to add a new household member who is under the age of 6 and has not
been assigned an SSN, the resident must provide the SSN assigned to each new child and the
required documentation within 90 calendar days of the child being aoldieel household. A 90

day extension wil/ be granted if the SFHA det
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due to unforeseen circumstances and was out si
SFHA is awaiting documentation of the SSINe child will be counted as part of the assisted
household.

SFHA Policy
The SFHA will grant one additional 9fay extension if needed for reasons beyond the
residentodos control such as del ayed process

disaste, fire, death in the family, or other emergency.
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Social security numbers must be verified only once during continuasslgted occupancy.

SFHA Policy
The SFHA will verify each disclosed SSN by:

Obtaining documentation from applicants and residentsdtacceptable as evidence
of social security numbers

Making a copy of the original documentation submitted, returning it to the individual,
and retaining a copy in the file folder

Once the individual 6s veri fi catSFHAnNmay atats u s I S
discretion, remove and destroy copies of documentation accepted as evidence of social security
numbers. The retention of the EIV Summary Report or Income Report is adequate

documentation of an individual 6s SSN
SFHA Policy
Oncean ndi vi dual 6s status is classified as i
will remove and destroy copies of documentation accepted as evidence of social security
numbers.

If a family is unable to provide original verification of legal identity dualéonestic violence,
dating violence, sexual assault or stalking, the SFHA will grant the family an extension of at
least 90 calendar days in order to permit the family to obtain replacement identification.

7-11.C. DOCUMENTATION OF AGE

A birth certificate o other official record of birth is the preferred form of age verification for all
family members. For elderly family members an original document that provides evidence of the
receipt of social security retirement benefits is acceptable.

SFHA Policy

If an official record of birth or evidence of social security retirement benefits cannot be
provided, the SFHA will require the family to submit other documents that support the
Sreported age of the family member (e.g., school records, driver's licensén ifdnt is
recorded) and to provide a seHrtification.

Age must be verified only once during continuoea$gisted occupancy.

If a family is unable to provide original verification of legal identity due to domestic violence,
dating violence, sexual aadt or stalking, the SFHA will grant the family an extension of at
least 90 calendar days in order to permit the family to obtain replacement identification.
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7-11.D. FAMILY RELATIONSHIPS

Applicants and tenants are required to identify the relationgtepah household member to the
head of household. Definitions of the primary household relationships are provided in the
Eligibility chapter.

SFHA Policy

Family relationships are verified only to
eligibility and level of assistance. Certification by the head of household normally is
sufficient verification of family relationships.

Marriage

SFHA Policy

Certification by the head of household is normally sufficient verification. If the SFHA
has reasonabldoubtsabout a marital relationship, the SFHA will require the family to
document the marriage.

A marriage certificate generally is required to verify that a couple is married.

In the case of a common law marriage, the couple must demonstrate that they hold
themselves to be married (e.g., by telling the community they are married, calling each
other husband and wife, using the same last name, filing joint income tax returns).

Separation or Divorce

SFHA Policy

Certification by the head of household is normailyfficient verification. If the SFHA
has reasonable doubts about a divorce or separation, the SFHA will require the family to
provide documentation of the divorce, or separation.

A certified copy of a divorce decree, signed by a court officer, is regtorddcument
that a couple is divorced.

A copy of a courbrdered maintenance or other court record is required to document a
separation.

If no court document is available, documentation from a commibaised agency will
be accepted.
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Absenceof Adult Member

SFHA Policy

If an adult member who was formerly a member of the household is reported to be
permanently absent, the family must provide evidence to support that the person is no
longer a member of the family (e.g., documentation of another addressicat tive
person resides such as a lease or utility bill).

Foster Children and Foster Adults
SFHA Policy

Third-party verification from the state or local government agenmsponsiblefor the
placement of the individual with the family is required.

If the adult member is absent from the household due to domestic violence, dating violence,

sexual assault or stalking, the remaining family member can certify this througterdication
or form HUD-50066.

7-11.E. VERIFICATION OF STUDENT STATUS
SFHA Policy

The SFHA requiresfamilies to provide information about the student status of all
students who are 18 years of age or older. This information will be verified only if:

The family claims fultime student status for an adult other than the head, spouse,
or co head, or

The family claims a child care deduction to enable a family member to further his
or her education.
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7-11.F. DOCUMENTATION OF DISABILITY

The SFHA must verify the existence of a disability in order to allow certain income
disallowances andeductions from income. The SFHA is not permitted to inquire about the
nature or extent of a personés disability [ 24
personds diagnosi s or details of t r eSFiHAMe n t f
receives a verification document that provides such information, the SFHA will not place this
information in the tenant file. Under nNo Ci
medical record(s). For more information on health care privacy, laaes the Department of

Heal th and Human htfe/wwwihltsgov/6cr/ipMeady/. si t e at

The SFHA may make the following inquiries, provided it makes them of all applicants, whether
or not they are persons with disabilities [VG, p. 24]:

1 Inquiryintoan applicantdos ability to meet the requ

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

1 Inquiry to determie whether an applicant for a dwelling is qualified for a priority available
to persons with disabilities or to persons with a particular type of disability

1 Inquiry about whether an applicant for a dwelling is a current illegal abuser or addict of a
controled substance

1 Inquiry about whether an applicant has been convicted of the illegal manufacture or
distribution of a controlled substance

Family Members Receiving SSA Disability Benefits

Verification of receipt of disability benefits from the Social SeguAtiministration (SSA) is
sufficient for verification of disability for the purpose of qualification for waiting list preferences
or certain income disallowances and deductions [VG, p. 23].

SFHA Policy
For family members claiming disability who receiveatisity payments from the SSA,
the SFHA will attempt to obtain informat.i

Enterprise Income Verification (EIV) system. If documentation is not available through
HUDG6s EIV system, the SFtiwthiwthe ldst 60 calgnda st a
days) SSA benefit verification letter from each family member claiming disability status.

If a family member is unable to provide the document, the SFHA will ask the family to
obtain a benefit verification letter either bylltey SSA at 18007721213 or by
requesting one fronwww.ssa.gov Once the family receives the benefit verification

letter, it will be required to provide the letter to the SFHA.
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Family Members Not Receiving SSADisability Benefits

Receipt of veteranbds disabil it y-S®Abanefitsibdased, wor
on the individual 6s <c¢l aimed disability are n
HUDG6s definition 0403, decessarlto ualifyyor waiting Bstiprefereriges 5

or certain income disallowances and deductions.

SFHA Policy

For family members claiming disability who do not receive SSI or other disability
payments from the SSA, a knowledgeable professional mustide thirdparty
verification that the family member meets the HUD definition of disability. See the
Eligibility chapter for the HUD definition of disability. The knowledgeable professional
will verify whether the family member does or does not meetHtiB definition.

7-11.G. CITIZENSHIP OR ELIGIBLE IMMIGRATION STATUS [24 CFR 5.508]

Overview

Housing assistance is not available to persons who are not citizens, nationals, or eligible
immigrants. Prorated assistance is provided for "mixed families" comgaloth eligible and
ineligible persons. See the Eligibility chapter for detailed discussion of eligibility requirements.
This chapter (7) discusses HUD and SFHA verification requirements related to citizenship status.

The family must provide a certificam that identifies each family member as a U.S. citizen, a
U.S. national, an eligible noncitizen or an ineligible noncitizen and submit the documents
discussed below for each family member. Once eligibility to receive assistance has been verified
for an irdividual it need not be collected or verified again during continueasstysted
occupancy [24 CFR 5.508(g)(5)]

U.S. Citizens and Nationals

HUD requires a declaration for each family member who claims to be a U.S. citizen or national.
The declaration mudte signed personally by any family member 18 or older and by a guardian
for minors.

The SFHA may request verification of the declaration by requiring presentation of a birth
certificate, United States passport or other appropriate documentation.

SFHA Poliyy

Family members who claim U.S. citizenship or national status will not be required to
provide additional documentation unless the SFHA receives information indicating that
an individual 6s decl aration may not be acc
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Eligible Immigrants
Documents Regired

All family members claiming eligible immigration status must declare their status in the same
manner as U.S. citizens and nationals.

The documentation required for eligible noncitizens varies depending upon factors such as the
date the person enterdte U.S., the conditions under which eligible immigration status has been
granted, age, and the date on which the family began receivingftittl@d assistance. Exhibit

7-1 at the end of this chapter summarizes documents family members must provide.

SFHA Verification [HCV GB, pp 53 and 57]

For family members age 62 or older who claim to be eligible immigrants, proof of age is
required in the manner described ifll.C. of this ACOP. No further verification of eligible
immigration status is required.

For family members under the age of 62 who claim to be eligible immigrants, the SFHA must
verify immigration status with the U.S. Citizenship and Immigration Services (USCIS).

The SFHA will follow all USCIS protocols for verification of eligible immigratioatsis.
7-1.LH. VERIFICATION OF PREFERENCE STATUS

The SFHA must verify any preferences claimed by an applicant that determined his or her
placement on the waiting list.

SFHA Policy

The SFHA will verify the preference at the time of initial intake. If thefgnence is not
verified at that time, the applicant will be placed back onwhéing list based on the
date and time of application.
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PART Il
VERIFYING INCOME AND ASSETS

Chapter 6, Part | of this ACOP describes in detail the types of income thaitchréed and

excluded and how assets and income from assets are handled. Any assets and income reported by
the family must be verified. This part provides SFHA policies that supplement the general
verification procedures specified in Part | of this chapter.

7-111.A. EARNED INCOME
Tips
SFHA Policy

Unl ess tip income i s i nZbythaemgloyerpersonswl@omi | y
work in industries where tips are standard will be required to sign a certified estimate of
tips received for the prior year arigd anticipated to be received in the coming year.

Wages

SFHA Policy

For wages other than tips, the family must provide originals of the two most current
consecutive pay stubs.

7-111.B. BUSINESS AND SELF EMPLOYMENT INCOME

SFHA Policy
Business owners and se&lnployed persons will be required to provide:

An audited financial statement for the previous fiscal year if an audit was
conducted. If an audit was not conducted, a statement of income and expenses
must be submitted and the buesss owner or seémployed person must certify to

its accuracy.

All schedules completed for filing federal and local taxes in the preceding year.

If accelerated depreciation was used on the tax return or financial statement, an
accountant's calculation afepreciation expense, computed using strdigbt
depreciation rules.

The SFHA will provide a format for any person who is unable to provide such a
statement to record income and expenses for the coming year. The business owner/self
employed person wilbe required to submit the information requested and to certify to its
accuracy at all future reexaminations.

At any reexamination the SFHA may request documents that support submitted financial
statements such as manifests, appointment books, cash bob&sk statements.
225
San Francisco Housing Authority

Admissions and Continued Occupancy Policy
2016



If a family member has been selfnployed less than three (3) months, the SFHA will
accept the family member's certified estimate of income and schedule an interim
reexamination in three (3) months. If the family member has beeargelbyed for three

(3) to twelve (12) months the SFHA will require the family to provide documentation of
income and expenses for this period and use that information to project income.
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7-111.C. PERIODIC PAYMENTS AND PAYMENTS IN LIEU OF EARNINGS
Social Secuty/SSI Benefits

SFHA Policy

To verify the SS/SSI benefits of applicants, the SFHA will request a current (dated within

the last 60 calendar days) SSA benefit verification letter from each family member who
receives social security benefits. If a familgmmber is unable to provide the document,

the SFHA willhelpt he appl i cant request a benefit ve
at www.socialsecurity.govor ask the family to ragest one by calling SSA at
1-800-772-1213. Once the family has received the original benefit verification letter,

it will be required to provide the letter to the SFHA.

To verify the SS/SSI benefits of residents, the SFHA will obtain information abdat soc
security/ SSI benefits through HUDG6s EIV sy
the current listed benefit amount is correct. If the resident disputes theepdvted

benefit amount, or if benefit information is not available in HUD systemsS A will

request a current SSA benefit verification letter from each family member that receives
social security benefit¢t a family member is unable to provide the document, the SFHA

will help the resident request a benefiter i f i cati on | etter from
www.socialsecurity.gowr ask the family to request one by calling SSA &00-772

1213. Once the family has received the benefit verification letter, it will béreshto

provide the letter to the SFHA.

Social Security/SSI Benefits Elderly Families and Disabled Families on Fixed Income
(PIH Notice 20133)

SFHA Policy

1. SFHA will conduct a streamlined sexamination of income for elderly families and
disabledf ami | i es when 100 percent of the f ami
The Agency will recalculate family incomes by applying any published cost of living
adjustments to the previously verified income amount.

2. For purposes of this streamlined procdassie ter m fAfi xed i ncomeo
from:
a. Social Security payments to include Supplemental Security Income (SSI_ and
Supplemental Security Disability Insurance (SSDI);
b. Federal, State, local, and private pension plans; and
C. Other periodic payments recety from annuities, insurance policies,

retirement funds, disability or death benefits, and other similar types of
periodic receipts that are of substantially the same amounts from year to year.
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7-111.D. ALIMONY OR CHILD SUPPORT

SFHA Policy

The methods th&FHA will use to verify alimony and child support payments differs
depending on whether the family declares that it receives regular payments.

If the family declares that iieceives regular paymentserification will be obtained in
the following orderof priority:

Copies of the receipts and/or payment stubs for the 60 calendar days prior to the
SFHAGs request

Third-party verification form from the state or local child support enforcement
agency

Third-party verification form from the person paying thggort
Family's seHcertification of amount received

If the family declares that receives irregular or no payments.
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7-111.E.

ASSETS AND INCOME FROM ASSETS

Assets Disposed of for Less than Fair Market Value

The family must certify whether any asskte been disposed of for less than fair market value
in the preceding two years. The SFHA needs to verify only those certifications that warrant
documentation [HCV GB, p.-38].

SFHA Policy
The SFHA will verify the value of assets disposed of only if:

The SFHA does not already have a reasonable estimation of its value from

previously collected information, or

The amount reported by the family in the certification appears obviously in e

rror.

Example 1: An elderly resident reported a $10,000 certificatkejpdsit at the last annu
reexamination and the SFHA verified this amount. Now the person reporthaliaave
$10,000 to theirson. The SFHA has a reasonable estimate of the value of the
therefore, recertification of the value of the assabisnecessary.

Example 2: A family member has disposed of its 1/4 share of real property locate
desirable area and has valued her share at approximately 5,000. Based uporn
conditions, this declaration does not seem realistic. Therefor&RHA will verify the
value of this asset.

al

asset;

od in a
market

7-111.F.

NET INCOME FROM RENTAL PROPERTY

SFEHA Policy
The family must provide:

A current executed lease for the property that shows the rental amount or

certification from the current tenant

A self-certification flom the family members engaged in the rental of property
providing an estimate of expenses for the coming year and the most recent IRS
Form 1040 with Schedule E (Rental Income). If schedule E was not prepared, the
SFHA will require the family members invad in the rental of property to
provide a sekcertification of income and expenses for the previous year and may
request documentation to support the statement including: tax statements,

insurance invoices, bills for reasonable maintenance and utilaed, bank
statements or amortization schedules showing monthly interest expense.
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7-111.G. RETIREMENT ACCOUNTS

SFHA Policy

The SFHA will accept written thirgarty documents supplied by the family as evidence
of the status of retirement accounts.

The type of original document that wil!/l b e
retirement status.

Before retirement, the SFHA will accepiaoriginal document from the entity
holding the account with a date that shows it is the most recently setledul
statement for the account but in no case earlier than 6 months from the effective
date of the examination.

Upon retirement,the SFHA will accept @ original document from the entity
holding the account that reflects any distributions of the accouandmsl any
lump sums taken and any regular payments.

After retirement the SFHA will accept @ original document from the entity
holding the account dated no earlier than 12 months before that reflects any
distributions of the account balance, any lump sualken and any regular
payments.
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7-111.H. INCOME FROM EXCLUDED SOURCES

A detailed discussion of excluded income is provided in Chapter 6, Part I.

The SFHA must obtain verification for income exclusions only if, without verification, the

SFHA would not le able to determine whether the income is to be excluded. For example: If a
familydéds 16 year old has a job at a fast f o
records verify the c¢hi lpdrfyserifigagian ofihe amowdarindd. n ot r
However, if a family claims the earned income disallowance for a source of income, both the
source and the income must be verified.

SFHA Policy

HUD guidance on verification of excluded income draws a distinction between income
which is fully exclded and income which is only partially excluded.

For fully excluded income, the SFHAm®t required to follow the verification hierarchy,
document why thirgbarty verification is not available, or report the income on the 50058.
Fully excluded income isalined as income that is entirely excluded from the annual
income determination (for example, food stamps, earned income of a minor, or foster
care funds) [Notice PIH 201@4].

SFHAs may accept a familyds signed applica
cetification of fully excluded income. They do not have to require additional

documentation. However, if there is any doubt that a source of income qualifies for full
exclusion, SFHAs have the option of requiring additional verification.

For partially exclded income, the SFH& required to follow the verification hierarchy

and all applicable regulations, and to report the income on the 50058. Partially excluded
income is defined as income where only a certain portion of what is reported by the
family qualifies to be excluded anide remainder is included in annual income (for
example, the income of an adult ftilne student, or income excluded under the earned
income disallowance).

SFHA Policy

The SFHA will a c -cegtificationtab \erifitatiomaf fully éxsludede | f
income. The SFHA may request additional documentation if necessary to document the
income source.

The SFHA will verify the source and amount of partially excluded income as described in
Part 1 of this chapter.

When families attend the lease orientatitveytwill be provided with:

A copy of the tenantodés right wunder the Vio
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7-111.1. ZERO ANNUAL INCOME STATUS
SFHA Policy

The SFHA will check UIV sources and/or request information from 4béndy sources to
verify that certain forms ofncome such as unemployment benefits, TANF, SS, SSI,

earned income etc. are not being received by families claiming to have zero annual
income.
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PART IV
VERIFYING MANDATORY DEDUCTIONS

7-IV.A. DEPENDENT AND ELDERLY/DISABLED HOUSEHOLD DEDUCTIONS

Thedependent and elderly/disabled family deductions require only that the SFHA verify that the
family members identified as dependents or elderly/disabled persons meet the statutory
definitions. No further verifications are required.

Dependent Deduction
See Gapter 6 (6l1.B.) for a full discussion of this deduction. The SFHA will verify that:

1 Any person under the age of 18 for whom the dependent deduction is claimed is not the head,
spouse oco-headof the family and is not a foster child

1 Any person age 18r@lder for whom the dependent deduction is claimed is not a foster adult
or live-in aide, and is a person with a disability or a full time student

Elderly/Disabled Family Deduction

See the Eligibility chapter for a definition of elderly and disabled famdnd Chapter 6 {6.C.)
for a discussion of the deduction. The SFHA will verify that the head, spouse, or co head is 62
years of age or older or a person with disabilities.
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7-1IV.B. MEDICAL EXPENSE DEDUCTION

Policies related to medical expenses arendbin 611.D. The amount of the deduction will be
verified followingthe standard verification procedures described in Part .

Amount of Expense
SFHA Policy
Medical expenses will be verified through:

Written thirdparty documents provided by the familyck as pharmacy printouts
or receipts.

The SFHA will make a best effort to determine what expenses from the past are
likely to continue to occur in the future. The SFHA will also accept evidence of
monthly payments or total payments that will be duariedical expenses during

the upcoming 12 months.

Written third-party verification forms, if the family is unable to provide
acceptable documentation.

If third-party or document review is not possible, written family certification as to
costs anticipated toe incurred during the upcoming 12 months.

In addition, the SFHA must verify that:

1 The household is eligible for the deduction.

1 The costs to be deducted are qualified medical expenses.

1 The expenses are not paid for or reimbursed by any other source.
1

Costsincurred in past years are counted only once.
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Eligible Household

The medical expense deduction is permitted only for households in which the head, spouse, or co
head is at least 62 or a person with disabilities. The SFHA will verify that the family theets
definition of an elderly or disabled family provided in the Eligibility chapter, and as described in
Chapter 7 (AV.A) of this plan.

Qualified Expenses

To be eligible for the medical expenses deduction, the costs must qualify as medical expenses.
SeeChapter6 (@ | . D. ) for the SFHAO6s policy on what <c

Unreimbursed Expenses
To be eligible for the medical expenses deduction, the costs must not be reimbursed by another
source.

SFHA Policy

The family will be required tocertify that the medical expenses are not paid or
reimbursed to the family from any source. If expenses are verified through a third party,
the third party must certify that the expenses are not paid or reimbursed from any other
source.

Expenses Incurredin Past Years

SFHA Policy
When anticipated costs are related tegoing payment of medical bills incurred in past
years, the SFHA will verify:

The anticipated repayment schedule

The amounts paid in the past, and

Whether the amounts to be repaid have ikend uct ed from t he f a
income in past years
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7-1V.C. DISABILITY ASSISTANCE EXPENSES

Policies related to disability assistance expenses are found.ia @he amount of the deduction
will be verifiedfollowing the standard verification procaes described in Part I.

Amount of Expense
Attendant Care

SFHA Policy
The SFHA will accept written thirgarty documents provided by the family.

If family-provided documents are not available, the SFHA will provide a-party
verification form directlyto the care provider requesting the needed information.

Expenses for attendant care will be verified through:

Written thirdparty documents provided by the family, such as receipts or
cancelled checks.

Third-party verification form signed by the provideif family-provided
documents are not available.

If third-party verification is not possible, written family certification as to costs
anticipated to be incurred for the upcoming 12 months.

Auxiliary Apparatus

SFHA Policy
Expenses for auxiliary apparatwdl be verified through:

Written third-party documents provided by the family, such as billing statements
for purchase of auxiliary apparatus, or other evidence of monthly payments or
total payments that will be due for the apparatus during the upcomimpths.

Third-party verification form signed by the provider, if fampyovided
documents are not available.

If third-party or document review is not possible, written family certification of
estimated apparatus costs for the upcoming 12 months.

In addition, the SFHA must verify that:

T

The family member for whom the expense is incurred is a person with disabilities (as
described in 4l.F above).

The expense permits a family member, or members, to work (as describBdEin). 6
The expense is not mbursed from another source (as describedlirEs).
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Family Member is a Person with Disabilities

To be eligible for the disability assistance expense deduction, the costs must be incurred for
attendant care or auxiliary apparatus expense associatedavgerson with disabilitiesThe
SFHA will verify that the expense is incurred for a person with disabilities (Bee. )l

Family Member(s) Permitted to Work

The SFHA must verify that the expenses claimed actually enable a family member, or members,
(including the person witHisabilitieg to work.

SFHA Policy

The SFHA will request thirgbarty verification from a rehabilitation agency or
knowledgeable medicadrofessional indicating that the person with disabilities requires
attendant care or an auxiliary apparatus to be employed, or that the attendant care or
auxiliary apparatus enables another family member, or members, to work-(S€9. 6

This documentabin may be provided by the family.

If third-party verification has been attempted and is either unavailable or proves
unsuccessful, the family must certify that the disability assistance expense frees a family
member, or members (possibly including the tgrmiember receiving the assistance), to
work.

Unreimbursed Expenses

To be eligible for the disability expenses deduction, the costs must not be reimbursed by another
source.

SFHA Policy

The family will be required to certify that attendant care or auyilégparatus expenses
are not paid by or reimbursed to the family from any source.
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7-1IV.D. CHILD CARE EXPENSES

Policies related to child care expenses are found in Chapterllg-X6The amount of the
deduction will be verified following the standard ¥eation procedures described in Part I. In
addition, the SFHA must verify that:

The child is eligible for care (12 or younger).
The costs claimed are not reimbursed.
The costs enable a family member to work, actively seek work, or furtheethuation..

The costs are for an allowable type of child care.

= =2 A A

The costs are reasonable.
Eligible Child

To be eligible for the child care deduction, the costs must be incurred for the care of a child
under the age of 13The SFHA will verify that the child being cared for (including foster
children) is under the age of 13 (SeH.C.).

Unreimbursed Expense
To be eligible for the child care deduction, the costs must not be reimbursed by another source.

SFHA Policy

The fanily and the care provider will be required to certify that the child care expenses
are not paid by or reimbursed to the family from any source.
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Pursuing an Eligible Activity

The SFHA musterify that the family member(s) that the family has identifisdbaing enabled
to seek work, pursue education, or be gainfully employed, are actually pursuing those activities.

SFHA Policy
Informationto be Gathered

The SFHA will verify information about how the schedule for the claimed activity relates
to the hoursof care provided, the time required for transportation, the time required for
study (for students), the relationship of the family member(s) to the child, and any special
needs of the child that might help determine which family member is enabled to pursue
an eligible activity.

Seeking Work

Whenever possible the SFHA will use documentation from a state or local agency that
monitors workrelated requirements (e.g., welfare or unemployment). In such cases the
SFHA will request familyprovided verification froo¢ t he agency of t he
seeking efforts to date and require the family to submit to the SFHA any reports provided

to the other agency.

In the event thireparty verification is not available, the SFHA will provide the family
with a form on which ta family member must record job search efforts. The SFHA will
review this information at each subsequent reexamination for which this deduction is
claimed.

Furthering Education

The SFHA will request thirgharty documentation to verify that the perqmarmitted to
further his or her education by the child care is enrolled and provide information about
the timing of classes for which the person is registered. The documentation may be
provided by the family.

Gainful Employment

The SFHA will seek thirgbarty verification of the work schedule of the person who is
permitted to work by the child care. In cases in which two or more family members could
be permitted to work, the work schedules for all relevant family members may be
verified. The documentation mé#e provided by the family.
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Allowable Type of Child Care
The type of care to be provided is determined by the family, but must fall within certain
guidelines, adliscussedn Chapter 6.

SFHA Policy

The SFHA will verify that the type of child caselected by the family is allowable, as
described in Chapter 6-(&F).

The SFHA will verify that the fees paid to the child care provider cover only child care
costs (e.g., no housekeeping services or personal services) and are paid only for the care
of an eligible child (e.g., prorate costs if some of the care is provided for ineligible family

members).
The SFHA will verify that the child care provider is not an assisted family member.
Verification wil/| be made t hrobfamjymermbers head

who are expected to reside in the unit.
Reasonableness dixpenses

Only reasonable child care costs can be deducted.

SFHA Policy

The actual costs the family incurs wild.l
standards of reasonablenésisthe type of care in the locality to ensure that the costs are
reasonable.

If the family presents a justification for costs that exceed typical costs in the area, the
SFHA will request additional documentation, as required, to support a determination th
the higher cost is appropriate.
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Exhibit 7-1: Summary of Documentation Requirements for Noncitizens

[HCV GB, pp. 5-9 and 510)

1 All noncitizens claiming eligible status must sign a declaration of eligible immigrant

on a form acceptable to the SFHA.

1 Except for persons 62 or older, all noncitizens must sign a verification consent form

1 Additional documents are required based uf@nperson's status.

Elderly Noncitizens

1 A person 62 years of age or older who claims eligible immigration status also must [
proof of age such as birth certificate, passport, or documents showing receipt of&®e

benefits.

All other Nonciti zens

1 Noncitizensthat claim eligible immigration status also must present the applicable U
document. Acceptable USCIS documents are listed below.

1 Form 551 Alien Registration Receif

Card (for permanent resident aliens)

1 Form 94 Arrival-Departure Record

annotated with one of the following:

T AAdmi tted as a
Section 2070

Section 2080

0
Section 243 (h
tayed by Attor

1]

O ot n D

f the USCI So

Parol ed Pursuant

r

) o

n e

Form k94 ArrivalDepature Record with
no annotation accompanied by:

1 A final court decision granting asylu
(but only if no appeal is taken);

1 A letter from a USCIS asylum office
granting asylum (if application is file
on or after 10/1/90) or from a USC
district director granting asylum
(application filed before 10/1/90);

1 A court decision granting withholdin
of deportation; or

1 A letter from an asylum officer grantin
withholding or  deportation (i
application filed on or after 10/1/90).

1 Form 688 Temporary Resident
annotated fiSect.i

Cal Form +688B Employment Authorization Cat
annotated HAProvi si orn
AProvision of Law 27

on
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1 A receipt issued by the USCIS indicating that an application for issuance of a repla
document in one of the above |listed ca
to the document has been verified; or

1 Other acceptable evidence. If other documents are determined by the USCIS to cc

acceptable evidence of eligible immagjon status, they will be announced by nol
published in thé-ederal Register
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Chapter 8
LEASING AND INSPECTIONS

[24 CFR 5,Subpart G; 24 CFR 966, Subpart A]
INTRODUCTION

Public housing leases are the contractual basis of the legal relationship between the SFHA and
the tenant. All units must be occupied pursuant to a dwelling lease agreement that complies with
HUD regulations.

HUD regulations require the SFHA to inspect each dwelling unit prior to fimp\a¢ moveout,
and annually during the period of occupancy. In addition, the SFHA may conduct additional
inspections in accordance with SFHA policy.

This chapter is divided intwo parts as follows:

Part I. Leasing This part describes piteeasi ng acti vities and t
pertaining to lease execution, lease modification, and payments under the lease.

Partll: Inspections Thi s part descr i ingpsctingtnellinGuniksA0 s p
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PART I
LEASING

8-1.A. OVERVIEW

An eligible family may occupy a public housing dwelling unit under the terms of a lease. The
lease must meet all regulatory requirements, and must also comply with applicable state and
local lawsand codes.

The term of the lease must be for a period of 12 months. The lease must be renewed
automatically for another ionth term, except that the SFHA may not renew the lease if the
family has violated the community service requirement [24 CFR 9682a

Part | of this chapter contains regulatory information on leasing, where applicable, as well as the
SFHAGs | easing policies.

244
San Francisco Housing gority
Admissions and Continued Occupancy Policy
2016



8-1.B. LEASE ORIENTATION

SFHA Policy

After unit acceptance but prior to occupancy, a SFHA representative will condusea lea
orientation with the family. The head of household or spouse is required to attend.

Orientation Agenda
SFHA Policy
When families attend the lease orientation, they will be provided with:
A copy of the lease
A copy of the SFHAG6s grievance procedur
A copy of the house rules
A copy of the SFHAG6s schedule of mainte

A coplys oFfr @ud Wor t 1141QI&),avhich explaima thgped
of actions a family must avoid and the penalties for program abuse

A copy of AWhat Yd&du VSowl d&JuKrdew taob diwthte E
Verification (EIV) system published by HUD as an attachment to Notice PIH
201019

Information about the protections afforded bg Wiolence against Women
ReauthorizatiorAct of 2013 (VAWA) to victims of domestic vlence, dating
violence, sexual assault, and stalking (see sectievil16)

Topics to be discussed and explained to all families include:
Applicable deposits and all other charges
Review and explanation of lease provisions
Unit maintenance requests and worders
The SFHAOGs interim reporting requiremen
Review and explanation of occupancy forms
Community service requirements

Family choice of rent
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8-1.C. EXECUTION OF LEASE

The lease must be executed by the tenant and the SFHA, except for automatdsrehaviease
[24 CFR 966.4(a)(3)].

A lease is executed at the time of admission for all new residents. A new lease is also executed at
the time of transfer from one SFHA unit to another.

The lease must state the composition of the household as appmpvee SFHA (family
members and any SFH#&pproved livein aide) [24 CFR 966.4(a)(1)(v)]. See Sectich3. for
policies regarding changes in family composition during the lease term.

SFHA Policy

The head of household, spouse or co head, and all adlodrmembers of the household

will be required to sign the public housing lease prior to admission. An appointment will
be scheduled for the parties to execute the lease. The head of household will be provided
a copy of the executed lease and the SFHAwilr et ain a copy 1in the

Files for households that include a liveaide will contain file documentation signed by
the livein aide, that the liven aide is not a party to the lease and is not entitled to SFHA
assistance. The livim aideis only approved to live in the unit while serving as the care
attendant for the family member who requires the care.
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8-1.D. MODIFICATIONS TO THE LEASE

The lease may be modified at any time by written agreement of the tenant and the SFHA [24
CFR966.4(a)(3)].

Modifications to the Lease

The SFHA may modify its lease from time to time. However, the SFHA must give residents at
least 30 calendar days advance notice of the proposed changes and an opportunity to comment
on the changes. The SFHA mustcatonsider any comments before formally adopting a new
lease [24 CFR 966.3].

After proposed changes have been incorporated into the lease and approved by the Board, each
family must be notified at least 60 calendar days in advance of the effective ttegeanefv lease

or lease revision. A resident's refusal to accept permissible and reasonable lease modifications
that are made in accordance with HUD requirements, or are required by HUD, is grounds for
termination of tenancy [24 CFR 966.4(1)(2)(iii)(E)].

SFHA Policy

The family will have 30 calendar days to accept the revised lease. If the family does not
accept the offer of the revised | ease with
tenancy will be terminated for other good cause in accordande tié policies in

Chapter 13.

Schedules of special charges and rules and regulations are subject to modification or revision.
Because these schedules are incorporated into the lease by reference, residents and resident
organizations must be provided aase 30 calendar days written notice of the reason(s) for any
proposed modifications or revisions, and must be given an opportunity to present written
comments. The notice must be delivered directly or mailed to each tenant; or posted in at least
three congicuous places within each structure or building in which the affected dwelling units

are located, as well as in a conspicuous place at the project office, if any, or if none, a similar
central business location within the project. Comments must be takenansideration before

any proposed modifications or revisions become effective [24 CFR 966.5].

After the proposed revisions become effective they must be publicly posted in a conspicuous
manner in the project office and must be furnished to applieemtsenants on request [24 CFR
966.5].

SFHA Policy

When the SFHA proposes to modify or revise schedules of special charges or rules and
regulations, the SFHA will post a copy of the notice in the central office, and will mail a
copy of the notice to eactesident family. Documentation of proper notice will be
included in each resident file.
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Other Modifications

SFHA Policy
The lease will be amended to reflect all changes in family composition.

If, for any reason, any member of the household ceasesidie lia the unit, the lease will
be amended by drawing a line through the person's name. The head of household and
SFHA will be required to initial and date the change.

I f a new household member is approved by
name and birth date will be added to the lease. The head of household and SFHA will be
required to initial and date the change. If the new member of the household is an adult,

theywill also be required to sign and date the lease.

Policies governing whennd how changes in family composition must be reported are
contained in Chapter 9, Reexaminations.
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8-1.E. SECURITY DEPOSITS [24 CFR 966.4(b)(5)]

At the option of the SFHA, the lease may require security deposits. The amount of the security
deposit cannoe x ceed one mont hoés rent or a reasonabl
SFHA. The SFHA may allow for gradual accumulation of the security deposit by the family, or

the family may be required to pay the security deposit in full prior to occupancy. Stihject
applicable laws, interest earned on security deposits may be refunded to the tenant after vacating
the unit, or used for tenant services or activities.

SFHA Policy
Residents must pay a security deposit to the SFHA at the time of admission. The amount
of the security deposit will be the greater

tenant payment at the time of mewe and must be paid in full prior to occupancy. In
situations of financial hardship, the resident and the SFHA may entemirggreement
to pay the security deposit in installment payments until the deposit is paid in full.

The SFHA will hold the security deposit for the period the family occupies the unit. The
SFHA will not use the security deposit for rent or other chargetewhe resident is
living in the unit.

Within 21 calendar days of mosmit, the SFHA will refund to the resident the amount of

the security deposit less any amount needed to pay the cost of unpaid rent, damages listed
on the moveout inspection report thaxceed normal wear and tear, and other charges
due under the lease.

The SFHA will provide the resident with a written list of any charges against the security
deposit withinl5 calendadays of the moweut inspection. If the resident disagrees with
the anount charged, the SFHA will provide a meeting to discuss the charges.

If the resident transfers to another unit, the SFHA will transfer the security deposit to the
new unit. The tenant wil/l be billed for an
unit.
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8-1.F. PAYMENTS UNDER THE LEASE
Rent Payments [24 CFR 966.4(b)(1)]

Families must pay the amount of the monthly tenant rent determined by the SFHA in accordance
with HUD regulations and other requirements. The amount of the tenant rent is subfectde
in accordance with HUD requirements.

The lease must specify the initial amount of the tenant rent at the beginning of the initial lease
term, and the SFHA must give written notice stating any change in the amount of tenant rent and
when the change effective.Partial payments shall not be accepted.

SFHA Policy

The Department of Housing and Urban Development (HUD) requires the San Francisco
Housing Authority (SFHA) to collect rent from all Public Housing Participants. The
SFHA requires that eaclesident make timely rent payments monthly.

l. Rent Due Date

Monthly rent shall be paid on or before the first day of each calendar month and will be
considered late on the tenth (10) calendar day of the month.

. Late Fee

A $10 late charge will be assessed if Rent is not received by the tenth (10) calendar day
of the month. The late charge shall be due and payable fourteeca(@éddlardays after

the SFHA gives written notice of said charge. Tenant agrees that thisiqummofos

payment of a late charge does not establish a grace period and that the SFHA may serve a
ANotice to Pay Rent or Quito the premises
of the late charge does not cure the late payment for purposeshiisasig habitual late
payment of Rent as defined in Section 5(D).

. Methods of Payment

Tenant shall pay Rent to the SFHA by personal check, certified check, money order,
electronic benefits transfer (EBT), or by other electronic means acceptable féHhAe S
Tenants who submit a check that is returned for insufficient funds or a closed-or non
existent account shall be assessed a service charge of $25.00 and shall make future
payment by certified check or money order only. The SFHA will not accept personal
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checks for pastilue Rent. The SFHA has the right to demand certified funds on
nonpayment of Rent notices.

V. 3rd Party Money Management Requirement (Direct Payment Program)

In the event of habitual late payment, the SFHA shall have the right, in aduditelh
other remedies and at law, to require that Tenant participate in a direct payment program.

A Adirect payment programo is one where th
pays rent directly to the SFHA on behalf of the tenant until the talenpaid in full.
AHabi t ual |l ate paymento shalll mean™dfail ur e

each month or any other payments required under this Lease for any three (3) months
during any twelve (12) month period. SFHA may terminate oise=fa renew the Lease
agreement in the event of habitual late payment and the Tenant has failed to enter into a
direct payment program

V. Dispute of Rent Amount

If the tenant disagrees with the rent amothrgy may request a meeting with the property
manag@r to review the ledger.

VI. Hearing

A tenant may request a hearing prior to losing their housing resulting frormpayoment

of rent. A tenant may request an informal hearing through the Department of
Government Affairs and Policy withib4 calendar daysf the receipt of the 1dalendar

day notice.

VII. Housing Retention Agreement

A Housing Retention Agreement is an agreement which provides for the payment of all
outstanding rents owed by the tenant, with the objective that the tenant wélréted

to continue to rent the unitA Housing Retention Agreement may be entered into in
accordance with the policy in section-i6B.

VIIl. Refusal to Pay Rent or Balance Owed
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Should the tenant refuse to pay on the balance owed, not reduessireg, not prevail in
the hearing, or not act on the 14 day notice, legal proceedings will commence including
the filing of an unlawful detainer action.

Court filed stipulated agreements may be entered into on a case by case basis. Once a
stipulated ageement is entered into, it must be abided by. Any breach of the agreement
will result in eviction.

I f a familyds tenant rent changes, the SFH
the effective date by sending a "Notice of Rent Adjustment'clwhvill becme an
attachment to the lease.

Late Fees, Repayment Agreements and Nonpayment

At the option of the SFHA, the lease may provide for payment of penalties when the family is
late in paying tenant rent [24 CFR 966.4(b)(3)].

The lease must provideat late payment fees are not due and collectible until two weeks after
the SFHA gives written notice of the charges. The written notice is considered an adverse action,
and must meet the requirements governing a notice of adverse action [24 CFR 355.4(b)(

The notice of proposed adverse action must identify the specific grounds for the action and
inform the family of their right for a hearing under the SFHA grievance procedures. The SFHA
must not take the proposed action until the time for the tenaagteest a grievance hearing has
expired, or (if a hearing was requested within the required timeframe,) the grievance process has
been completed [24 CFR 966.4(e)(8)].

SFHA Policy

If the family fails to pay their rent by the tenth (10) day of the monifl% day Notice to
Vacate will be issued to the resident for failure to pay rent, demanding payment in full or
the surrender of the premigestial payments shall not be accepted.

In addition, if the resident fails to make payment by the end of office loutise tenth

(10) day of the month, a late fee of $10.00 will be charged. Notices of late fees will be in
accordance with requirements regarding notices of adverse action. Charges are due and
payable 14 calendar days after billing.

If the family requests grievance hearing within the required timeframe, the SFHA may
not take action for nonpayment of the fee until the conclusion of the grievance process. If
the resident can document financial hardship, the late fee may be waived orbg-case
case basis.
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When a check is returned for insufficient funds or is written on a closed account, the rent
will be considered unpaid and a returned check fee of $25.00 will be charged to the
family. The fee will be due and payable dalendadays after billing.
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ExcessUtility Charges

If the SFHA charges the tenant for consumption of excess utilities, the lease must state the basis
for the determination of such charges. The imposition of charges for consumption of excess
utilities is permissible only if the charges amtatmined by an individual check meter servicing

the leased unit or result from the use of major tesapplied appliances [24 CFR 966.4(b)(2)].

Schedules of special charges for utilities that are required to be incorporated in the lease by
reference mudbe publicly posted in a conspicuous manner in the development office and must
be furnished to applicants and tenants on request [24 CFR 966.5].

The lease must provide that charges for excess utility consumption are not due and collectible
until two weeksafter the SFHA gives written notice of the charges. The written notice is
considered an adverse action, and must meet the requirements governing a notice of adverse
action [24 CFR 966.4(b)(4)].

The notice of proposed adverse action must identify the spegibunds for the action and

inform the family of their right to a hearing under the SFHA grievance procedures. The SFHA
must not take the proposed action until the time for the tenant to request a grievance hearing has
expired, or (if a hearing was recgted within the required timeframe,) the grievance process has
been completed [24 CFR 966.4(e)(8)].

SFHA Policy

When applicable, families will be charged for excess utility usage according to the
SFHAGs current posted s c hamgeswill @ mailbdononthdye s of
and will be in accordance with requirements regarding notices of adverse actions.
Charges are due and payable 14 calendar days after billing. If the family requests a
grievance hearing within the required timeframe, the SFHA mat take action for
nonpayment of theharges until the conclusion of the grievance process.

Nonpayment of excess utility charges is a violation of the lease and is grounds for
eviction.
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Maintenance and Damage Charges

If the SFHA charges the tenant foraintenance and repair beyond normal wear and tear, the
lease must state the basis for the determination of such charges [24 CFR 966.4(b)(2)].

Schedules of special charges for services and repairs which are required to be incorporated in the
lease by refeence must be publicly posted in a conspicuous manner in the development office
and must be furnished to applicants and tenants on request [24 CFR 966.5].

The lease must provide that charges for maintenance and repair beyond normal wear and tear are
not dwe and collectible until two weeks after the SFHA gives written notice of the charges. The
written notice is considered an adverse action, and must meet the requirements governing a
notice of adverse action [24 CFR 966.4(b)(4)].

The notice of proposed adsger action must identify the specific grounds for the action and
inform the family of their right for a hearing under the SFHA grievance procedures. The SFHA
must not take the proposed action until the time for the tenant to request a grievance hearing has
expired, or (if a hearing was requested within the required timeframe,) the grievance process has
been completed [24 CFR 966.4(e)(8)].

SFHA Policy

When applicable, families will be charged for maintenance and/or damages according to
t he SFHAGO s dutuWworkehattis nat coleeed in the schedule will be charged
based on the actual cost of labor and materials to make needed repairs (including
overtime, if applicable).

Notices of maintenance and damage charges will be mailed monthly and will be in
accodance with requirements regarding notices of adverse actions. Charges are due and
payable 14 calendar days after billing. If the family requests a grievance hearing within
the required timeframe, the SFHA may not take action for nonpayment ch#nges

until the conclusion of the grievance process.

Nonpayment of maintenance and damage charges is a violation of the lease and is
grounds for eviction.
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PART Il
INSPECTIONS

8-1I.LA. OVERVIEW

HUD regulations require the SFHA to inspect each dwelling unit psionovein, at moveout,

and annually during occupancy. In addition, the SFHA may require additional inspections, in
accordance with SFHA Policy. This part cont ai
notification of unit entry, and inspection rétsu

8-11.B. TYPES OF INSPECTIONS
Move-In Inspections [24 CFR 966.4(i)]

The lease must require the SFHA and the family to inspect the dwelling unit prior to occupancy
in order to determine the condition of the unit and equipment in the unit. A copy wiitthe
inspection, signed by the SFHA and the tenant, must be provided to the tenant and retained in the
resident file.

SFHA Policy

Any adult family member may attend the initial inspection and sign the inspection form
for the head of household.

Move-Out Inspections [24 CFR 966.4(i)]

The SFHA must inspect the unit at the time the resident vacates the unit and must allow the
resident to paitipate in the inspection if they wishinless the tenant vacates without notice to

the SFHA. The SFHA must provide tbhe tenant a statement of any charges to be made for
maintenance and damage beyond normal wear and tear.

The difference between the condition of the unit at miavend moveout establishes the basis
for any charges against the security deposit so loriheawork needed exceeds that for normal
wear and tear.

SFHA Policy

When applicable, the SFHA will provide the tenant with a statement of charges to be
made for maintenance and damage beyaormal wear and tear, withird calendar days
of conducting the wve-out inspection.

Annual Inspections

Under the Public Housing Assessment System (SFHAS), the SFHA is required to inspect all
occupied units annually using HUD's Uniform Physical Condition Standards (UPCS) [24 CFR
902.43(a)(4)].
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Quiality Control Inspections

The purpose of quality control inspections is to assure that all defects were identified in the
original inspection, and that repairs were completed at an acceptable level of craftsmanship and
within an acceptable time frame

SFHA Policy

Supervisoqual ity contr ol i nspections will be ¢
maintenance plan.

Special Inspections

SFHA Policy

SFHA staff may conduct a special inspection for any of the following reasons:
Housekeeping
Unit condition
Suspected lease violatio
Preventive maintenance
Routine maintenance
There is reasonable cause to believe an emergency exists

Other Inspections

SFHA Policy

Building exteriors, grounds, common areas and systems will be inspected according to
the SFHAOGs maintenance pl an.
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8-11.C. NOTICE AND SCHEDULING OF INSPECTIONS
Notice of Entry
Non-emergency Entries [24 CFR 966.4(j)(1)]

The SFHA may enter the unit, with reasonable advance notification to perform routine
inspections and maintenance, make improvements and repairs, or to shu fbereleasing.

A written statement specifying the purpose of the SFHA entry delivered to the dwelling unit at
least two (2) calendar days before such entry is considered reasonable advance notification.

SFHA Policy

The SFHA will notify the residentn writing at least 48 hours prior to any non
emergency inspection.

For regular annual inspections, the family will receive at least two (2) weeks written
notice of the inspection to allow the family to prepare the unit for the inspection.

Entry for repais requested by the family will not require prior notice. Residequested
repairs presume permission for the SFHA to enter the unit.

Emergency Entries [24 CFR 966.4(j)(2)]

The SFHA may enter the dwelling unit at any time without advance notice whem ither
reasonable cause to believe that an emergency exists. If no adult household member is present at
the time of an emergency entry, the SFHA must leave a written statement showing the date, time
and purpose of the entry prior to leaving the dwelling. unit

Scheduling of Inspections

SFHA Policy

Inspections will be conducted during business hours. If a family needs to reschedule an
inspection, they must notify the SFHA at least 24 hours prior to the scheduled inspection.
The SFHA will reschedule the inspewii no more than once unless the resident has a
verifiable good cause to delay the inspection. The SFHA may request verification of such
cause.

Attendance at Inspections

Residents are required to be present for miovaspections [24 CFR 966.4(i)]. Thereno such
requirement for other types of inspections.

SFHA Policy

Except at mowvén inspections, the resident is not required to be present for the
inspection. The resident may attend the inspectitreif wish

If no one is at home, the inspector vahiter the unit, conduct the inspection and leave a
copy of the inspection report in the unit.
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8-11.D. INSPECTION RESULTS

The SFHA is obligated to maintain dwelling units and the project in decent, safe and sanitary
condition and to make necessary reptrdwelling units [24 CFR 966.4(¢e)].

Emergency Repairs [24 CFR 966.4(h)]

If the unit is damaged to the extent that conditions are created which are hazardous to the life,
health, or safety of the occupants, the tenant must immediately notify the SFHA adrhage,
and the SFHA must make repairs within a reasonable time frame.

If the damage was caused by a household member or guest, the SFHA must charge the family for
the reasonable cost of repaiexcept that a victim of domestic violence, dating vio&ersexual

assault, or stalking by a household member or guest shall not be charged for thelfepairs

cause is due to or related to domestic violence, dating violence, sexual assault, or stalking by a
household member or guest the SFHA may ask for documentation in accordance with VAWA.
The SFHA may also take lease enfarent action against the fay except that a victim of
domestic violence, dating violence, sexual assault or stalking shall not be terminated due to
damages caused by the perpetrator of domestic violence, dating violence, sexual assault or
stalking.

If the SFHA cannot make repaigsiickly, the SFHA must offer the family standard alternative
accommodations. If the SFHA can neither repair the defect within a reasonable time frame nor
offer alternative housing, rent shall be abated in proportion to the seriousness of the damage and
loss in value as a dwelling. Rent shall not be abated if the damage was caused by a household
member or guest, or if the resident rejects the alternative accommodations.

SFHA Policy

When conditions in the unit are hazardous to life, health, or safety, tha &HHnake
repairs or otherwise abate the situation within 24 hours.

Defects hazardous to life, health or safety include, but are not limited to, the following:
Any condition that jeopardizes the security of the unit

Major plumbing leaks or flooding, wategged ceiling or floor in imminent
danger of falling

Natural or LP gas or fuel oil leaks
Any electrical problem or condition that could result in shock or fire

Absence of a working heating system when outside temperature is bB8low
degreeg-ahrenheit

Utilities not in service, including no running hot water
Conditions that present the imminent possibility of injury
Obstacles that prevent safe entrance or exit from the unit
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Absence of a functioning toilet in the unit

Inoperable smoke detectors
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Non-emergency Repairs

SFHA Policy

The SFHA willcomplete or correct neemergency work orders within 30 calendar days

of the submission of the work orddf the SFHA is unable to make repairs within that
period due to circumst anc aguirddeate ordervicdse SFF
are not available, weather conditions, etc.) the SFHA will notify the family of an
estimated date of completion.

The family must allow the SFHA access to the unit to make repairs.

ResidentCaused Damages

SFHA Policy

Damages tohte unit beyond wear and tear will be billed to the tenant in accordance with
the policies in 8.G., Maintenance and Damage Charges.

Repeated or excessive damages to the unit beyond normal wear and tear will be
considered a serious or repeated violatiotheflease.

Housekeeping

SFHA Policy

Residents whose housekeeping habits pose aememgency health or safety risk,
encourage insect or rodent infestation, or cause damage to the unit are in violation of the
lease. In these instances, the SFHA will previdoper notice of a lease violation.

A re-inspection will be conducted within 30 calendar days to confirm that the resident has
complied with the requirement to abate the problem. Failure to abate the problem or
allow for a reinspection is considered aolation of the lease and may result in
termination of tenancy in accordance with Chapter 13.

Notices of lease violation will also be issued to residents who purposely disengage the
uni tés smoke detector. Onl y onewilwesultini ng wi
lease termination.

RENT ABATEMENT BASED ON HABITABILITY

A tenant may be entitled to rent abatement (rent credit or reduction in rent) if there are conditions
in the unit that were reported to the SFHA and SFHA failed to repair the condigagordance

with the ACOP. The condition requiring repairs must not have been caused by the tenant,
member of the household or guest.

Any rent abatement claims based on habitability conditions reported/claimed after January 1,
2015 will be required tgo through the grievance process in accordance with 24 CFR 966.55(e).
Tenant may request a grievance hearing by submitting a Request for Hearing that can be
obtained through the Property Office or by visitimgw.sfha.org
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http://www.sfha.org/

To request rent abatement for habitability issues reported before January 1, 2015, a tenant must
fill out a fARenNnt Abat ement Re q u e s duwing their m and
tenancy with the SFHA.

In order to be considered foEnt abatement, all of the following requirements must be met:

(1) The Authority must have been notified of the defect. Notice must be documented by
a photo, an email to SFHA staff, a note confirming a conversation with SFHA staff, a
work order, an inspectioreport, or any other document or written communication
with SFHA staff;

(2) Repairs were not made by the SFHA within reasonablétime
(3) Alternative accommodations were not provided by the SFHA;
4Tenant did not reject taeemmmodatiomnpand t ydos of f

(5) The damages for which abatement is sought were not caused by the tenant, a member
of the tenantds household or a guest.

Provisions shall be made for abatement of rent in proportion to the seriousness of the damage
and loss in valuef a dwelling if repairs are not made in accordance with the ACOP.

The following habitability conditions will be considered for rent abatement:

Defects hazardous to life, health or safety include, but are not limited to, the following:
Any condition thajeopardizes the security of the unit

Major plumbing leaks or flooding, waterlogged ceiling or floor in imminent

danger of falling

Natural or LP gas or fuel oil leaks

Any electrical problem or condition that could result in shock or fire

Absence of a working heating system when outside temperature is below 60

degrees Fahrenheit

Utilities not in service, including no running hot water

Conditions that present the imminent possibility of injury

Obstacles that prevent safe enti@a or exit from the unit

Absence of a functioning toilet in the unit

Inoperable smoke detectors

Additional concerns (for example, inoperable or defective essential appliances) will be
reviewed on a case by case basis.

2 Reasonable time is defined as 30 days for routine repairs and 24 hours for emergency repairs. In limited
circumstances, more than 30 days may be reasonable. See Admissions and Continued Occupancy Policy.
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The appropriate abatnent amount will be determined on a case by case basis, taking into
account the severity of the condition, the im
time that the condition was unaddressed by SFHA or provision of alternative acconomadéti

an individual case falls outside of the above guidelines, SFHA will use its discretion in deciding
whether rent abatement is warranted and the amount of abatement, if any.

In order to initiate the process for rent abatement for issues repadetbplanuary 1, 2015, the
tenant mu s t Submit a fARequest for Rent Abat e
should indicate the amount of rent abatement Tenant requests in the spaces provided on the form.
The SFHA will (1) Review the form; (2) Makae determination and (3) Notify the tenant of the
determination within 30 days of the date the determination was made. Tenant may grieve the
amount of the abatement granted by requesting a hearing within 10 days of the receipt of the
notice of rent abatemé amount. Tenant may request a grievance hearing by submitting a
Request for Hearing that can be obtained through the Property Office or by visiting

www.sfha.org

DAMAGE TO TENANT'S PERSONAL PROPERTY

The SFHA is notesponsible for loss or damage to personal property in or around the residence.
Tenants are strongly encouraged to obtain Re
their property against loss or damage due to fire, flood, theft, vandalism, orcashelty.

Tenant may submit a claim for loss or damage of personal property to the:

San Francisco Housing Authority
Attn: Human Resources Department
1815 Egbert Avenue,

San Francisco, CA 94124

The claim form can be found atvw.stha.orgunder A Agency I nformationo
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Chapter 9
REEXAMINATIONS

[24 CFR 960.257, 960.259, 966.4]
INTRODUCTION

The SFHA is required to reexamine each family
adj ust the familyds rent accordingly. SFHASs
interim reexaminations that are consistent with regulatory requiremamsmast conduct
reexaminations in accordance with such policies [24 CFR 960.257(c)].

The frequency with which the SFHA must reexamine the income and composition of a family
depends on whether the family pays incemased rent or flat rent. HUD requirdetSFHA to

offer all families the choice of paying incorbased rent or flat rent at least annually. The
SFHAG6s policies for offering families a choic

This chapter discusses both annual and interim reexaminations.

Part I Annual Reexaminations for Families Paying Income Based Rdihis part
discusses the requirements for annual reexamination of income and family composition.
Full reexaminations are conducted at least once a year for families paying ibasetk
rents.

Part Il: Reexaminations for Families Paying Flat RentsThi s par t contain
policies for conducting full reexaminations of family income and composition for
families paying flat rents. These full reexaminations are conducted at least once every 3
year s. This part al so contains the SFHAOS
family composition for flat rent families.

Part Ill: Interim ReexaminationsThis part includes HUD requirements and SFHA
policies related to when a family may and musbrephanges that occur between annual
reexaminations.

Part 1V: Recalculating Tenant RenAfter gathering and verifying required information

for an annual or interim reexamination, the SFHA must recalculate the tenant rent. While
the basic policies that gern these calculations are provided in Chapter 6, this part
describes the policies that affect these calculations during a reexamination.

Policies governing reasonable accommodation, family privacy, required family cooperation and
program abuse, as desmd elsewhere in this ACOP, apply to annual and interim
reexaminations.
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PART I
ANNUAL REEXAMINATIONS FOR FAMILIES PAYING INCOME  BASED RENTS

[24 CFR 960.257]
9-1.A. OVERVIEW

For those families who choose to pay inceapased rent, the SFHA must conduct a
reexamination of income and family composition at least annually [24 CFR 960.257(a)(1)]. For
families who choose flat rents, the SFHA must conduct a reexamination of famiposiion at

least annually, and must conduct a reexamination of family income at least once every 3 years
[24 CFR 960.257(a)(2)]. Policies related to the reexamination process for families paying flat
rent are located in Part Il of this chapter.

For allresidents of public housing, whether those residents are paying wias®e or flat rents,

the SFHA must conduct an annual review of community service requirement compliance. This
annual reexamination is also a good time to have residents sign corsestféo criminal
background checks in case the criminal history of a resident is needed at some point for the
purposes of lease enforcement or eviction.

The SFHA is required to obtain all of the information necessary to conduct reexaminations. How
that information will be collected is left to the discretion of the SFHA. Families are required to
provide current and accurate information on income, assets, allowances and deductions, family
composition and community service compliance as part of the reexamimpabcess [24 CFR
960.259].

This part contains the SFHAO6s policies for
9-1.B. STREAMLINED ANNUAL REXEAMINATONS [24 CFR 960.25 7]

HUD permits PHAs to streamline the income determination process for family members with
fixed sources of income. While thimhrty verification of all income sources must be obtained
during the intake process and every three years thereafter, in the intervening years the PHA may
determine income from fixed sources by applying a verifiedafdsting adjustment (COLA) or

rate of interest. The PHA may, however, obtain tipiadty verification of all income, regardless

of the source. Further, upon request of the family, the PHA must perfornptrindverification

of all income sourceBixedsources of income include Social Security and SSI benefits,

pensions, annuities, disability or death benefits and other sources of income subject to a COLA
or rate of interest. The determination of fixed income may be streamlined even if the family also
receives incomerém other norfixed sources.

SFHA Policy

The SFHA will streamline the annual reexamination process by applying the verified
COLA or interest rate to families where everyone in the household is receiving Social
Security (SS) and/or Supplental Social Security (SSI) benefitH. verification of the
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COLA or rateof interest is not availablehe SFHA will obtain thireparty verification of
income amounts.

Third party verification of fixed sources of income will be obtained during theantak
process and at least once every three years thereafter.

9-1.C. SCHEDULING ANNUAL REEXAMINATIONS

The SFHA must establish a policy to ensure that the annual reexamination for each family
paying an incomdased rent is completed within a 12 month perigdd@ER 960.257(a)(1)].

SFHA Policy

Generally, the SFHA will schedule annual reexaminations to coincide with the family's
anniversary date. The SFHA will begin the annual reexamination process approximately
90 days in advance of the scheduled effective date.

Anniversary datda s defined as 12 months from the ¢
annual reexamination or, during a familyds
date of the familybdés initial examination (

If the family transfers t@ new unit, the SFHA will perform a new annual reexamination,
and the anniversary date will be changed.

The SFHA may also schedule an annual reexamination for completion prior to the
anniversary date for administrative purposes.
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Notification of and Participation in the Annual Reexamination Process

The SFHA is required to obtain information needed to conduct annual reexaminations. How that
information will be collected is left to the discretion of the SFHA. However, SFHAs should give
tenants who wer@ot provided the opportunity to provide contact information at the time of
admission the option to complete Form HOR0O06 at this time. The SFHA should provide the
family with the opportunity to update, change, or remove information from the-8R0D6 at

the time of the annual reexamination [Notice PIH 2669

SFHA Policy

Families generally are required to participate in an annual reexamination interview,
which must be attended by the head of household, spouse, or co head. If participation in
aninperon interview poses a hardship because
family should contact the SFHA to request a reasonable accommodation.

Notification of annual reexamination interviews will be sent by-fitass mail and will
contain the date, tim and location of the interview. In addition, it will inform the family
of the information and documentation that must be brought to the interview.

If the family is unable to attend a scheduled interview, the family should contact the
SFHA in advance otie interview to schedule a new appointment. In all circumstances, if

a family does not attend the scheduled interview the SFHA will send a second
notification with a new interview appointment time.

If a family fails to attend two scheduled interviews with&FHA approval, the family
will be in violation of their lease and may be terminated in accordance with the policies
in Chapter 13.

An advocate, interpreter, or other assistant may assist the family in the interview process.

267
San Francisco Housing gority
Admissions and Continued Occupancy Policy
2016



9-1.D. CONDUCTING ANNUAL RE EXAMINATIONS

The terms of the public housing lease require the family to furnish information regarding income
and family composition as may be necessary for the redetermination of rent, eligibility, and the
appropriateness of the housing unit[24 CFR 9&(2]].

SFHA Policy

Families will be asked to bring all required information (as described in the
reexamination notice) to the reexamination appointment. The required information will
include a SFHAdesignated reexamination form, an Authorization for tlede&se of
Information/Privacy Act Notice, as well as supporting documentation related to the
familyds income, expenses, and family comp

Any required documents or information that the family is unable to provide at the time of
the interview must berovided withinl5 calendadays of the interviewif the family is
unable to obtain the information or materials within the required time frame, the family
may request an extension.

If the family does not provide the required documents or informatitmmihe required
time frame (plus any extensions), the family will be in violation of their lease and may be
terminated in accordance with the policies in Chapter 13.

The information provided by the family generally must be verified in accordance veth th
policies in Chapter 7. Unless the family reports a change, or the agency has reason to believe a
change has occurred in information previously reported by the family, certain types of
information that are verified at admission typically do not need teetverified on an annual

basis. These include:

1 Legal identity

Age

Social security numbers

A personds disability status

= =4 =4 =2

Citizenship or immigration status
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Change in Unit Size

Changes in family or household composition may make it appropriate to consider transferring
the family to comply with occupancy standards. The SFHA may use the results of the annual
reexamination to require the family to move to an appropriate size dn€fFR 960.257(a)(4)].
Policies related to such transfers are located in Chapter 12.

Criminal Background Checks

Information obtained through criminal background checks may be used for lease enforcement
and eviction [24 CFR 5.903(e)(1)(ii))]. Criminal backgnd checks of residents will be
conducted in accordance with the policy in Section\18.

Compliance with Community Service

For families who include nonexempt individuals, the SFHA must determine compliance with
community service requirements once ed2hmonths [24 CFR 960.257(a)(3)].

See Chapter 11 for the SFHAOs ©policies gover
requirement.
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9-1.E. EFFECTIVE DATES

As part of the annual reexamination process, the SFHA must make appropriate adjustments in
the rent after consultation with the family and upon verification of the information [24 CFR
960.257(a)(2)].

SFHA Policy

An increaseor decrease in thenant rent that results from an annual reexaminatiam
interim reexaminationvill take effect30 days aftethe SFHA has noticed the family of

the new rent amountlf less than 30 calendar days remain before the scheduled effective
date, the change in tenant rent will take effect on the first of the month following the end
of the 30 calendar dayotice period.

If the family causes a delay in processing the annual reexaminateyeasesin the
tenant rentwill be applied retroactively, to the scheduled effective date of the annual
reexamination. The family will be responsible for any underpaitiaed may be offered

a repayment agreement in accordance with the policies in Chapter 16.

If the family causes a delay in processing the annual reexamination, decreases in the
tenant will be applied prospectively, from the first day of the month following completion
of the reexamination processing.

Delays in reexamination processing are cograd to be caused by the family if the
family fails to provide information requested by the SFHA by the date specified, and this
delay prevents the SFHA from completing the reexamination as scheduled.
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PART Il
REEXAMINATIONS FOR FAMILIES PAYIN G FLAT RENTS

[24 CFR 960.257(2)]
9-1.A. OVERVIEW

HUD requires that the SFHA offer all families the choice of paying inebased rent or flat
rent at | east annually. The SFHAOGs policies f
Chapter 6.

For families who choose flat rents, the SFHA must conduct a reexamination of family
composition at least annually, and must conduct a reexamination of family income at least once
every 3 years [24 CFR 960.257(a)(2)].heTSFHA is only required to provide tlaenount of
incomebased rent the family might pay in those years that the SFHA conducts a full
reexamination of income and family composition, or upon request of the family after the family
submits updated income information [24 CFR 960.253(e)(2)].

As it dees for families that pay incogased rent, the SFHA must also review compliance with
the community service requirement for families with nonexempt individuals.

This part contains the SFHAOGs policies for <co
pay flat rents.

9-11.B. FULL REEXAMINATION OF FAMILY INCOME AND COMPOSITION

Frequency of Reexamination

SFHA Policy

For families paying flat rents, the SFHA will conduct a full reexamination of family
income and composition once every three (3) years.

Reexamination Policies

SFHA Policy

In conducting full reexaminations for families paying flat rents, the SFHA will follow the
policies used for the annual reexamination of families paying indmased rent as set
forth in Sections 9.B through 91.D above
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o1 1 . C. REEXAMI NATI ON OF FAMILY COMPOSI TI ON (i,

As noted above, full reexaminations are conducted every 3 years for families paying flat rents. In
the years between full reexaminations, regulations require the SFHA to conduct a reegaminati
of family composition (Aannual wupdateo) [24 C

The annual update process is similar to the annual reexamination process, except that the SFHA
does not <collect information about t henotf amily
recalculated following an annual update.

Scheduling

The SFHA must establish a policy to ensure that the reexamination of family composition for
families choosing to pay the flat rent is completed at least annually [24 CFR 960.257(a)(2)].

SFHA Policy

For families paying flat rents, annual updates will be conducted in each of the 2 years
following the full reexamination.

In scheduling the annual update, the SFHA will follow the policy used for scheduling the
annual reexamination of families paying incebesed rent as set forth in SectichB.
above.

Conducting Annual Updates

The terms of the public housing lease require the family to furnish information necessary for the
redetermination of rent and family composition [24 CFR 966.4(c)(2)].

SFHA Policy

Generally, the family will not be required to attend an interview for an annual update.
However, if the SFHA determines that an interview is warranted, in such cases where a
member will be added or removed from the lease, the family may be requiréshth at

Notification of the annual update will be sent by fiekiss mail and will inform the
family of the information and documentation that must be provided to the SFHA. The
family will have 15 calendar days to submit the required information to the SFlt#e

family is unable to obtain the information or documents within the required time frame,
the family may request an extension. The SFHA will accept required documentation by
mail, by fax, or in person.

I f the familyoés s ubefamdydoes notsubmitthennfoonatioriret e,
the required time frame, the SFHA will send a second written notice to the family. The
family will have 15 calendar days from the date of the second notice to provide the
missing information or documentation teetSFHA.

If the family does not provide the required documents or information within the required
time frame (plus any extensions), the family will be in violation of their lease and may be
terminated in accordance with the policies in Chapter 13.
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PART Il
INTERIM REEXAMINATIONS [24 CFR 960.257; 24 CFR 966.4]

9-11l.A. OVERVIEW

Family circumstances may change during the period between annual reexaminations. HUD and
SFHA policies define the types of information about changes in family circumstances that must
be reported, and under what circumstances the SFHA must process interim reexaminations to
reflect those changes. HUD regulations also permit the SFHA to conduct interim reexaminations
of income or family composition at any time.

In addition to specifyingvhat information the family must report, HUD regulations permit the
family to request an interim determination i f
change. The SFHA must complete the interim reexamination within a reasonable timeeafter th
famil yés request.

This part includes HUD and SFHA policies that describe the changes families are required to
report, the changes families may choose to report, and how the SFHA will process both SFHA
and familyinitiated interim reexaminations.
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9-111.B. CHANGES IN FAMILY AND HOUSEHOLD COMPOSITION

The SFHA must adopt policies prescribing when and under what conditions the family must
report changes in family composition. However, due to provisions of the public housing lease,
the SFHA has limited disetion in this area.

Changes in family or household composition may make it appropriate to consider transferring
the family to comply with occupancy standards. Policies related to such transfers are located in
Chapter 12.

SFHA Policy

All families, those pying incomebased rent as well as flat rent, must report all changes
in family and household composition that occur between annual reexaminations (or
annual updates).

The SFHA will conduct interim reexaminations to account for any changes in household
composition that occur between annual reexaminations.

New Family MembersNot Requiring Approval

The addition of a family member as a result of birth, adoption, or-eswatded custody does
not require SFHA approval. However, the family is required to promptly notify the SFHA of the
addition [24 CFR 966.4(a)(1)(Vv)].

SFHA Policy

The family must infom the SFHA of the birth, adoption, or coawarded custody of a
child within 15 calendar days.
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New Family and HouseholdViembers Requiring Approval

With the exception of children who join the family as a result of birth, adoption, or-court
awarded custod a family must request SFHA approval to add a new family member [24 CFR
966.4(a)(1)(v)] or other household member (imaide or foster child) [24 CFR 966.4(d)(3)].

The SFHA may adopt reasonable policies concerning residence by a foster childceon ailile,
and defining the circumstances in which SFHA consent will be given or denied. Under such
policies, the factors considered by the SFHA may include [24 CFR 966.4(d)(3)(1)]:

1 Whether the addition of a new occupant may necessitate a transfer afmihetdb another
unit, and whether such units are available.

1 The SFHASs obligation to make reasonable accommodation for persons with disabilities.

SFHA Policy

Families must request SFHA approval to add a new family membeiinlizele, foster

child, orfoster adult. This includes any person not on the lease who is expected to stay in

the unit for more than 14 consecutive days or a total of 30 cumulative calendar days
duringany12nont h peri od and therefore no |l onger
be made in writing, submitted to the Property Office, and approved by the SFHA prior to

the individual moving into the unit.

After the family has been leased in a unit, additions to the family will be limited to the
following circumstances:

1. Birth of achild to a current family member

Adoption of a child by a current family member

Court-awarded custody of a child to a current family member

Legal guardianship of a minor granted to a current family member

As result ofmarriage by a current family member

As result of acivil union created under any state law by a current family member

N o o bk~ 0w D

As a result of a registeredbmestic partnership under any state law by a current
family member

8. As a result of aeasonable accommodatiorior current disabled family member
9. Asa result of a returning family member frautive military service

10.As a result of a returning and nalisabled family member

11.As a result of a returninchild under the age of 24

12.As a result of returning or placement géaent to an existing minorin thefamily

13.As a result of returning or placementeddlerly parents or grandparentsto be cared
by current family members
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14.As a result of returning or placement dfoater child(ren) or foster adult(s)if their
presence would not result in a violation of Hg#ce standards according to 24 CFR
982.401.

Married couples claiming to be separated must present evidence of such and will be
evaluated on a cad®-case basis. The Authority may require, but is not limited to, the
following information:

1.

a s D

Court Filing ofdivorce

Statement from attorney preparing the divorce
Tax-returns with filing status

Notarized statements and/or Authority certification(s)
Bank Statements

The SFHA will not approve the addition of a new family or household member unless the

individual meets the SFHAGO6s eligibility

requirements (See Chapter 7, Part II).

If the SFHA determines that an individual does t me et the SFHAO6s el

documentation requirements, the SFHA will notify the family in writing of its decision to
deny approval of the new family or household member and the reasons for the denial.

The Property Manager will make the eehination within 30 calendar days of receiving

al |

information required to verify the i

Departure of a Family or Household Member

If a family member live-in aide, foster child or foster aduteases to reside in the unit, the
family must inform the SFHA withid5 calendar daysThis requirement also applies to family
members who had been considered temporarily absent, who are now permanently absent.

The resident shall providsatisfactory wiiten proof that the Household Member no longer lives
at the Residence. Such proof includes, but is not limitelrtmf of forwarding address from the
U.S. Post Office,copies of a new lease agreement, utility bills or Rent receipt for a new

residence.
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9-111.C. CHANGES AFFECTING INCOME OR EXPENSES

Interim reexaminations can be scheduled either because the SFHA has reason to believe that
changes in income or expenses may have occurred, or because the family reports a change.
When a family reports a changbe SFHA may take different actions depending on whether the
family reported the change voluntarily, or because it was required to do so.

SFHA Policy

This section only applies to families paying incebased rent. Families paying flat rent
are not requied to report changes in income or expenses.

SFHA-initiated Interim Reexaminations

SFHA-initiated interim reexaminations are those that are scheduled based on circumstances or
criteria defined by the SFHA. They are not scheduled because of changes reptitetamily.

SFHA Policy
The SFHA will conduct interim reexaminations in each of the following instances:

For families receiving the Earned Income Disallowance (EID), the SFHA will
conduct an interim reexamination at the start, to adjust the exclusibrany
changes in income, and at the conclusion of the second 12 month exclusion period
(50 percent phasi& period).

If the family has reported zero income, the SFHA will conduct an interim
reexamination every 3 months as long as the family continueptot that they
have no income.

If at the time of the annual reexamination, it is not feasible to anticipate a level of
income for the next 12 months (e.g. seasonal or cyclic income), the SFHA will
schedule an interim reexamination to coincide with thd ef the period for
which it is feasible to project income.

If at the time of the annual reexamination, terdedtlarations were used on a
provisional basis due to the lack of thypdrty verification, and thirgharty
verification becomes available, thEIA will conduct an interim reexamination.

The SFHA may conduct an interim reexamination at any time in order to correct
an error in a previous reexamination, or to investigate a tenant fraud complaint.
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Family-Initiated Interim Reexaminations

The SFHA mus adopt policies prescribing when and under what conditions the family must
report changes in family income or expenses [24 CFR 960.257(c)]. In addition, HUD regulations
require that the family be permitted to obtain an interim reexamination any timantilg has
experienced a change in circumstances since the last determination [24 CFR 960.257(b)].

Required Reporting

HUD regulations give the SFHA the discretion to determine the circumstances under which
families will be required to report changes afiegtincome.

SFHA Policy

Families are required to report all increases in income, including new employment,
within 15 calendar days of the date the change takes effect.

The SFHA will only conduct interim reexaminations for families that qualify for the
eared i ncome disall owance (EI D), and only
result of the increase. In all other cases, the SFHA will note the information in the tenant
file, but will not conduct an interim reexamination.

Families are not required report any other changes in income or expenses.

Optional Reporting

The family may request an interim reexamination any time the family has experienced a change
in circumstances since the last determination [24 CFR 960.257(b)]. The SFHA must process the

request if the family reports a change that will result in a reduced family income [PH Occ GB, p.

159].

If a family reports a decrease in income from the loss of welfare benefits due to fraud or non
compliance with a welfare agency requirement to partieipa an economic sefufficiency

program, the familyds share of t he rent Wi

information regarding the requirement to impute welfare income see Chapter 6.

SFHA Policy

If a family reports a change that it was metjuired to report and that would result in an
increase in the tenant rent, the SFHA will note the information in the tenant file, but will
not conduct an interim reexamination.

If a family reports a change that it was not required to report and that wesultdl in a
decrease in the tenant rent, the SFHA will conduct an interim reexamination. See Section
9-111.D. for effective dates.

Families may report changes in income or expenses at any time.
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9-111.D. PROCESSING THE INTERIM REEXAMINATION
Method of Repating

SFHA Policy
The family may notify the SFHA of changes in writing.

Generally, the family will not be required to attend an interview for an interim
reexamination. However, if the SFHA determines that an interview is warranted, the
family may be requed to attend.

Based on the type of change reported, the SFHA will determine the documentation the
family will be required to submit. The family must submit any required information or
documents within 15 calendar days of receiving a request from the SHhg\time

frame may be extended for good cause with SFHA approval. The SFHA will accept
required documentation by mail, by fax, or in person.

Effective Dates

The SFHA must make the interim reexamination within a reasonable time after the family
request [2 CFR 960.257(b)].

SFHA Policy

Any changes to the tenant rent will be effective 30 calendar days after notice to the
family.

The increase generally will be effective on the first of the month following 30 calendar
daysdé notice to the family.

If a family fails to report a change within the required time frames, or fails to provide all
required information within the required time frames, the increase will be applied
retroactively, to the date it would have been effective had the information been provided
on a timely basis. The family will be responsible for any underpaid rent and may be
offered a repayment agreement in accordance with the policies in Chapter 16.
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PART IV
RECALCULATING TENANT RENT

9-IV.A. OVERVIEW

For those families paying incontmsed rentthe SFHA must recalculate the rent amount based
on the income information received during the reexamination process and notify the family of
the changef24 CFR 966.4, 960.257While the basic policies that govern these calculations are
provided in Chapte 6, this part lays out policies that affect these calculations during a
reexamination.

9-IV.B. CHANGES IN UTILITY ALLOWANCES [24 CFR 965.507, 24 CFR 966.4]

The tenant rent <calculations must reflect any
[24 CFR 960.253(c)(3)]. Chapter 16 discusses how utility allowance schedules are established.

SFHA Policy
Unless the SFHA is required to revise utility allowances retroactively, revised utility
all owances wi l |l be appl i e dfirstabnuahreekaanmatibny 6 s r

after the allowance is adopted.
9-1IV.C. NOTIFICATION OF NEW TENANT RENT

The public housing lease requires the SFHA to give the tenant written notice stating any change
in the amount of tenant rent, and when the changtastive [24 CFR 966.4(b)(1)(ii)].

When the SFHA reletermines the amount of rent (Total Tenant Payment or Tenant Rent)
payable by the tenant, not including determination of the SEl$éhedule of Utility Allowances

for families in the SFH& Public Housig Program, or determines that the tenant must transfer

to another unit based on family composition, the SFHA must notify the tenant that the tenant
may ask for an explanation stating the specific grounds of the SFHA determination, and that if
the tenant des not agree with the determination, the tenant shall have the right to request a
hearing under the SFHAO0s grievance procedure

SFHA Policy

The notice to the family will include the annual and adjusted income amounts that were
used b calculate the tenant rent.

9-1V.D. DISCREPANCIES

During an annual or interim reexamination, the SFHA may discover that information previously
reported by the family was in error, or that the family intentionally misrepresented information.
In addition,the SFHA may discover errors made by the SFHA. When errors resulting in the
overpayment or underpayment of rent are discovered, corrections will be made in accordance
with the policies in Chapter 15.
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Chapter 10
PETS

[24 CFR 5, Subpart C; 24 CFR 960, Subpart G]
INTRODUCTION

The SFHA has a no pet poliégr family properties The SFHA allows common household pets

in properties designated for elderly or disabled persons in accordance with the SFHA established
pet polices stipulated in this chaptein specific, preapproved, circumstances, a resident
residing in a family propertgnay house a pet if:

1 Requested as assistance animal as defined below and defined in California Health and
Safety Code section 50685.5 or;
1 The household had the Pet registered with the Authority pridctober 12015

This chapter explains the SFHA's policies on the keeping of petsemudlzbes any criteria or
standards pertaining to the policies. The rules adopted are reasonably related to the legitimate
interest of the SFHA to provide a decent, safe and sanitary living environment for all tenants, and
to protect and preserve the phydicondition of the property, as well as the financial interest of

the SFHA.

The chapter is organized as follows:

Part 1. Service Animals and Assistance Animaldis part explains the difference
between service animals, assistance animals and pets rathsgolicies related to the
designation of a service animal or assistance animal as well as their care and handling.

Part 1l: Pet deposits and fees for Pets registered with the Authority pridcttaber 1
2015 This part contains policies for pet defie and fees that remain applicable to Pet
owners.

Part Ill: Pet policies for all developmenihis part contains pet policies that apply to all
developments.
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PART I
SERVICE ANIMALS AND ASSISTANCE ANIMALS

[Section 504; Fair Housing Act (42 U.S.C.); QER 5.303; 24 CFR 960.705]
Notice FHEO 20131
10-1.A. OVERVIEW

This part discusses situations under which permission for a service aniasdisiance animal
may be denied, and also establishes standards for the care of service and assistance animals.

Notice FHEO 20131 was published April 25, 2013. The notice explains the difference between
service animals and assistance animals. While the ADA applies to the premises of public housing
agencies and to fApublic accomtersddoesnotamlpto s uch
privatemarket rental housing. Enefore, in public housing the BR must evaluate a request

for a service animal under both the ADA and the Fair Housing Act.

Neither service animals nor assistance animals are considerednuktbus, are not subject to
the SFHAOGs pet policies described in this ACC
01].
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10-1.B. APPROVAL OF SERVICE ANIMALS AND ASSISTANCE ANIMALS

Notice FHEO 20131 states that the $fA should first evaluate the regst as a seice animal
under the ADA. The SFA may only ask whether the dog is a service animal required due to a
disability, and what tasks the animal has been trained to perform.

The SHA cannot require proof of training or certification for a serviceral, even if the
disability and/or tasks performed are not readily apparent. If the disability and/or tasks performed
are not readily apparent, no further inquiries may be made.

The SFHAmMay only deny a request for a service animal in limited circumstances:
9 The animal is out of control and the handler does not take effective action to control it
1 The animal is not housebroken, or

1 The animal poses a direct threat to health or safety thabtae eliminated or reduced by a
reasonable modification of other policies

A service animal must be permitted in all areas of the facility where members of the public
areallowed.

If the animal does not qualify as adee animal under the ADA, the SIA must next determine
whether the animal would qualify as an assistance animal under the reasonable accommodation
provisions of the Fair Housing Act. Such assistance animals may include animals other
thandogs.

A person with a disability is not automatiga#ntitled to have an assistance animal. Reasonable
accommodation requires that there is a relati
need for the animal [PH Occ GB, p. 179].

A SFHA may not refuse to allow a person with a disability teehan assistance animal merely
because the animal does not have formal training. Some, but not all, animals that assist persons
with disabilities are professionally trained. Other assistance animals are trained by the owners
themselves and, in some cagesspecial training is required. The question is whether or not the
animal performs the assistance or provides the benefit needed by the person with the disability
[PH Occ GB, p. 178].

A SFHAOG6s refusal to per mit pethaoassstance dnimala di ¢
that is needed to assist them, would violate Section 504 of the Rehabilitation Act and the Fair
Housing Act unless [PH Occ GB, p. 179]:

1 There is reliable objective evidence that the animal poses a direct threat to the health or
safdy of others that cannot be reduced or eliminated by a reasonable accommodation

1 There is reliable objective evidence that the animal would cause substantial physical damage
to the property of others

SFHA ha the authority to regulate service animals ansisé@nce animals under applicable
federal, state, and local law [24 CFR 5.303(b)(3); 960.705(b)(3)].
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SFHA Policy

For an animal to be excluded from the pet policy and be considered a service or
assistance animal, there must be a person with disabilitiiseimnousehold, and the
family must request and the SFHA approve a reasonable accommodation in accordance
with the policies contained in Chapter 2.

If the assistance animal is trained, the documentation of the animals training or
certification must be subméd to the property office.

Prior to obtaining a service animal or assistance anithal,head of household must
provide a written certification from a licensed medical doctor on a form provided by the
SFHA that a member of the household has a disgalaitil requires the assistance of an
animal as either a service or companion animal.
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10-1.C. CARE AND HANDLING

HUD regulations do not affect any authority a SFHA may have to regulate service animals and
assistance animals under federal, state, andlegR4 CFR 5.303; 24 CFR 960.705].

SFHA Policy

Residents must care for service animals and assistance animals in a manner that complies
with state and local laws, including astuelty laws.

Residents must ensure that service animals and assistancésatonment pose a direct
threat to the health or safety of others, or cause substantial physical damage to the
development, dwelling unit, or property of other residents.

When a residentds care or handling ef a s¢
these policies, the SFHA will consider whether the violation could be reduced or
eliminated by a reasonable accommodation. If the SFHA determines that no such
accommodation can be made, the SFHA may withdraw the approval of a particular
service animal oassistance animal.
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PART Il
PET DEPOSITS AND FEES

106-1l.LA. OVERVIEW

This part describes the SFHAO6s policies for p
general occupancy developments are described in Part IV.

10-11.B. PET DEPOSITS
Paymentof Deposit

The SFHA may require tenants who own or keep pets in their units to pay a refundable pet
deposit. This deposit is in addition to any other financial obligation generally imposed on tenants
of the project [24 CFR 5.318(d)(1)].

The pet deposit isot part of the rent payable by the resident [24 CFR 5.318(d)(5)].

SFHA Policy

1 The SFHA has a no pet poliégr family propertiesexcept in cases where the household
had the pt registered with the Authority prior to October 1, 20P®t owners are
requred to pay a pet deposit in addition to any other required deposits. The amount of the
deposit is $100.00Chis fee does not apply to service or assistance animals.

Refund of Deposit [24 CFR 5.318(d)(1)]

The SFHA may use the pet deposit only to pegsonable expenses directly attributable to the
presence of the pet, including (but not limited to) the costs of repairs and replacements to, and
fumi gation of, the tenantés dwelling unit. Th
deposit to theenant within a reasonable time after the tenant moves from the project or no
longer owns or keeps a pet in the unit.

SFHA Policy

The resident must inform the Property Office that the pet has been removed from the unit
within 15 calendar days of the remavahe SFHA will provide the resident with a
written list of any charges against the pet deposit within 15 calendar days of the pet
removal inspection. If the resident disagrees with the amount charged to the pet deposit,
the SFHA will provide a meeting ttiscuss the charges.

The SFHA will refund the pet deposit to the resident, less the costs of any damages
caused by the pet to the dwelling unit, within 30 calendar days of-odver removal of
the pet from the unit.

The resident will be billed for alymount that exceeds the pet deposit.
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10-11.C. OTHER CHARGES
PetRelated Damages During Occupancy

SFHA Policy

All reasonable expenses incurred by the SFHA as a result of damages directly attributable
to the presence of the pet in the project will be thsponsibility of the resident,
including:

The cost of repairs and replacements to the resident's dwelling unit
Fumigation of the dwelling unit
Repairs to common areas of the project

The expense of flea elimination shall also be the responsibility oémdent.

If the resident is in occupancy when such costs occur, the resident shall be billed for such
costs in accordance with the policies in SectichG Maintenance and Damage
Charges. Pet deposits will not be applied to the costs efefaged damges during
occupancy.

Charges for petelated damage are not part of rent payable by the resident.
Pet Waste Removal Charge

The regulations do not address the SFHAOG6s a
violations. However, charges for violation 8FHA pet rules may be treated like charges for
other violations of the lease and SFHA tenancy rules.

SFHA Policy

A separate pet waste removal charge of $10.00 per occurrence will be assessed against
pet owners who fail to remove pet waste in accordanttethis policy.

Notices of pet waste removal charges will be in accordance with requirements regarding
notices of adverse action. Charges are due and payable 14 calendar days after billing. If
the family requests a grievance hearing within the requireefriamme, the SFHA may not

take action for nonpayment of the charge until the conclusion of the grievance process.

Charges for pet waste removal are not part of rent payable by the resident.
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PART Il
PET POLICIES FOR ALL DEVELOPMENTS

[24 CFR 5, Subpa; 24 CFR 960, Subpart G]
10-1l.LA. OVERVIEW

The purpose of a pet policy is to establish clear guidelines for ownership of pets and to ensure
that no applicant or resident is discriminated against regarding admission or continued
occupancy because of owskip of pets. It also establishes reasonable rules governing the
keeping of common household pets. This part contains pet policies that apply to all
developments.

10-111.B. MANAGEMENT APPROVAL OF PETS
Registration of Pets

SFHA Policy

SFHA has a no pedolicy for family propertiesunlessthe household had thefpregistered with
the Authority prior to October 1, 201%ets mushave beenregistered with the SFHA before
theywere brought onto the premises [24 CFR 960.707(b)(5)].

The tenant must signstatement acknowledging ththey havereceived and read the Pet Policy
located in the Admissions and Continued Occupancy Patidyagrees to comply with @nd
accept any and all financial and personal liability associated with the pepsbaainership in
the housing development.

Registration requires that Documentation be provided to verify all of the following: includes
a. Current license

b. Verification of health, proof of spay or neuter and current shot rataactordance with&h
Franci€o local requirementswhich includes but is not limited to a rabies vaccination,
including parvovirus, distemper, hepatitis, leptospirosis, feline distemper, rhino tracheitis,
calcivirus, and pneumonitis must be provided.

c. Verification that the pet Bano communicable disease(s) and is-frest
d. Color picture at time of application and again at adulthood
e. A full color picture of aquarium, fish and description of fish types is required.

f. Registration MUST be updated annually to be consistehttive annual recertification date;

Refusal to Register Pets

The SFHA will refuse to register a pet if:
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The petin a family developmenivas not registered with the Authority prior to
October 1, 2015.

The pet is noa common household pet defined in Section 40.C. below
Keeping the pet would violate any pet restrictions listed in this policy

The pet owner fails to provide complete pet registration information, or fails to
update the registration annually

The applicant has previoudbheen charged with animal cruelty under state or local
law; or has been evicted, had to relinquish a pet or been prohibited from future pet
ownership due to pet rule violations or a court order

The SFHA reasonably determines that the pet owner is unakéeothe pet in
compliance with the pet rules and other lease obligations. The pet's temperament
and behavior may be considered as a factor in determining the pet owner's ability
to comply with provisions of the lease.

If the SFHA refuses to register a patwritten notification will be sent to the pet owner
within 15 calendar days of the SFHAOs dec
refusing to register the pet and will inform the family of their right to appeal the decision

in accordance withthe FHAG6s gri evance procedures.

Pet Agreement

SFHA Policy

Residents who have been approved to have a pet must enter into a pet agreement with the
SFHA, or the approval of the pet will be withdrawn.

The pet agreement i s ttheghave ecived @ nopydas thec e r t 1 |
SFHAGs pet p ablei houge rales,dhataheypHaead the policies and/or
rules, understands them, and agrees to comply with them.

The resident further certifies by signing the pet agreementthiegt understandhat
noncompliance with the SFHAGO6s pet policy a
withdrawal of SFHA approval of the pet or termination of tenancy.
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10-111.C. STANDARDS FOR PETS [24 CFR 5.318; 960.707(b)]

SFHAs may establish reasonable requiremeatated to pet ownership including, but not
limited to:

9 Limitations on the number of animals in a unit, based on unit size

1 Prohibitions on types of animals that the SFHA classifies as dangerous, provided that such
classifications are consistent with apphe state and local law

1 Prohibitions on individual animals, based on certain factors, including the size and weight of
the animal

1 Requiring pet owners to have their pets spayed or neutered
SFHAG6s may not require pet oaowweers to have any
Definition of ACommon Household Peto

There is no regulatory definition of common household pet for public housing programs,
although the regulations for pet ownership in both elderly/disabled and general occupancy
developments use the term. The fdagans for pet ownership in elderly/disabled developments
expressly authorize SFHAs to define the term [24 CFR 5.306(2)].

SFHA Policy

Common household peteans a domesticated animal, such as a dog, cat, bird, or fish that
is traditionally recognized as companion animal and is kept in the home for pleasure
rather than commercial purposes.

The following animals are not considered common household pets:
Reptiles
Rodents
Insects
Arachnids
Wild animals or feral animals
Potbellied pigs

Animals used focommercial breeding
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Pet Restrictions
SFHA Policy
The following animals are not permitted:
Any animal whose adult weight will exceed 25 pounds
Any animal not permitted under state or local law or code
Number of Pets
SFHA Policy
Residents may own a maximwhtwo (2) pets, and one (1) fish aquarium.

In the case of fish, residents may keep no more than can be maintained in a safe and
healthy manner in a tank holding up to ten (10) gallons.

Other Requirements

SFHA Policy

Dogs and cats must be spayed or negtext the time of registration or, in the case of
underage animals, within 30 calendar days of the pet reaching six (6) months of age.
Exceptions may be made upon veterinary certification that subjecting this particular pet
to the procedure would be tempdly or permanently medically unsafe or unnecessary.

Pets must be licensed in accordance with state or local law. Residents must provide proof
of |Iicensing at the time of registration
annual reexamination.

A color photograph of the pet, except for fish, must be provided at the time of application
and when the pet reaches adult size.
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16-11l.D. PET RULES

Pet owners must maintain pets responsibly, in accordance with SFHA policies, and in
compliance with appl&ble state and local public health, animal control, and animal cruelty laws
and regulations [24 CFR 5.315; 24 CFR 960.707(a)].

Pet Area Restrictions

SFHA Policy

Pets must be maintained within the resident's unit. When outside of the unit (within the
building or on the grounds) dogs and cats must be kept on a leash or carried. They must
be under the control of the resident or other responsible individual ahed.ti

Pets other than dogs or cats must be kept in a cage or carrier when outside of the unit.

Pets are not permitted in common areas including lobbies, community rooms and laundry
areas except for those common areas which are entrances to and exite foonhding.

Pet owners are not permitted to exercise pets or permit pets to deposit waste on project
premises outside of the areas designated for such purposes.

Cleanliness

SFHA Policy

The pet owner shall be responsible for the removal of waste fromxéreise area by
placing it in a sealed plastic bag and disposing of it in a container provided by the SFHA.

The pet owner shall take adequate precautions to eliminate any pet odors within or
around the unit and to maintain the unit in a sanitary conditiatl times.

Litter box requirements:

Pet owners must promptly dispose of waste from litter boxes and must maintain
litter boxes in a sanitary manner.

Litter shall not be disposed of by being flushed through a toilet.
Litter boxes shall be kept insideethesident's dwelling unit.
Alterations to Unit

SFHA Policy

Pet owners shall not alter their unit, patio, premises or common areas to create an
enclosure for any animal.

Installation of pet doors is prohibited.
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Noise

SFHA Policy

Pet owners must agrée control the noise of pets so that such noise does not constitute a
nuisance to other residents or interrupt their peaceful enjoyment of their housing unit or
premises. This includes, but is not limited to loud or continuous barking, howling,
whining, bting, scratching, chirping, or other such activities.

Pet Care

SFHA Policy

Each pet owner shall be responsible for adequate care, nutrition, exercise and medical
attention for his/her pet.

Each pet owner shall be responsible for appropriately trainingamag for his/her pet
to ensure that the pet is not a nuisance or danger to other residents and does not damage
SFHA property.

No animals may be tethered or chained inside or outside the dwelling unit at any time.

Responsible Parties

SFHA Policy

The petowner will be required to designate two responsible parties for the care of the pet
if the health or safety of the pet is threatened by the death or incapacity of the pet owner,
or by other factors that render the pet owner unable to care for the pet.

A resident who cares for another resident's pet must notify the SFHA and sign a
statement that they agree to abide by all of the pet rules. The resident must specify the
time period for whichtheywill be caring for the other residents pet.

Pets Temporarily on the Premises

SFHA Policy

Pets that are not owned by a tenant are not allowed on the premises. Residents are
prohibited from feeding or harboring stray animals.

This rule does not apply to visiting pet programs sponsored by a humane society or other
non-profit organizations, and approved by the SFHA.
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Pet Rule Violations

SFHA Policy

All complaints of cruelty and all dog bites will be referred to animal control or an
applicable agency for investigation and enforcement. This includes:

1 Pets leftunattended for a period of twerfyur (24) hours or longer, wherein the
SFHA may enter the dwelling unit to remove the pet;
Management determines that het pet is not properly cared for;
The pet presents a threat to the safety and security of otherstei®iA
employees, contractors and others on the premises;
The pet is destructive or causes an infestation;
The pet disturbs other tenants for reasons including but not limited to noise, odor,
cleanliness, and sanitation; or

1 Tenant fails to revalidate thepet ownership permit as required in the Pet

Ownership Policy.

If a determination is made on objective facts supported by written statements, that a
resident/pet owner has violated the pet rules, written notice will be served in accordance
with Chapter 12f this ACOP.

The notice will contain a brief statement of the factual basis for the determination and the
pet rule(s) that were violated. The notice will also state:

il
il

)l
T

That the pet owner has 30 calendar days from the effective dtte sérvice of
noticeto curethe violation or make written request for a meeting to discuss the
violation

That the pet owner is entitled to be accompanied by another person of his or her
choice at thénearing.

That the pet owner's failure to correct the violation, requegieaance hearing
or appear at a requested meeting may result in initiation of procedures to remove
the pet, or to terminate the pet owner's tenancy.

Pet Removal

SFHA Policy

If the death or incapacity of the pet owner threatens the health or safety ddttloe p
other factors occur that render the owner unable to care for the pet, the situation will be
reported to the responsible party designated by the pet owner.

If the responsible party is unwilling or unable to care for the pet, or if the SFHA after
ressonable efforts cannot contact the responsible party, the SFHA may contact the
appropriate state or local agency and request the removal of the pet.
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Termination of Tenancy

SFHA Policy

The SFHA may initiate procedures for termination of tenancy based pet aule
violationif:

The pet owner has failed to remove the pet or correct a pet rule violation within
the time period specified

The pet rule violation is sufficient to begin procedures to terminate tenancy under
terms of the lease

Emergencies

SFHA Policy

The SFHA will take all necessary steps to ensure that pets that become vicious, display
symptoms of severe illness, or demonstrate behavior that constitutes an immediate threat
to the health or safety of others, are immediately removed from thespsehy referring

the situation to the appropriate state or local entity authorized to remove such animals.

If it is necessary for the SFHA to place the pet in a shelter facility, the cost will be the
responsibility of the pet owner.

If the pet is removeds a result of any aggressive act on the part of the pet, the pet will
not be allowed back on the premises.
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Chapter 11

COMMUNITY SERVICE

INTRODUCTION

This chapter explains HUD regulations requiring SFHAs to implement a community service
program for all nonexempt adults living in public housing.

This chapter describes HUD regulations &kHA policies related to these topics in two parts:

Part I: Community Service Requiremenighis part describes who is subject to the
community service requirement, who i-s exem

sufficiency.

Part 1l: SFHA Implementa&in of Community ServiceThis part provides SFHA policy
regarding SFHA implementation and program design.
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PART |

COMMUNITY SERVICE REQUIREMENT

11-1.A. OVERVIEW

HUD regulations pertaining to the community service requirement are contained in 24 CFR 960
Subpart F (960.600 through 960.609). SFHAs and residents must comply with the community
service requirement, effective with SFHA fiscal years that commenced on or after October 1,
2000. Per 903.7(h(2)(iii), the SFHA Plan must contain a statement of hevsEHA will
comply with the community service requirement, including any cooperative agreement that the
SFHA has entered into or plans to enter into.

Community service is the performance of voluntary work or duties that are a public benefit, and
that sere to improve the quality of life, enhance resident-sefficiency, or increase resident
selfresponsibility in the community. Community service is hot employment and may not include
political activities [24 CFR 960.601(b)].

In administering community séce requirements, the SFHA must comply with all
nondiscrimination and equal opportunity requirements [24 CFR 960.605(c)(5)].
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11-1.B. REQUIREMENTS
Each adult resident of the SFHA, who is not exempt, must [24 CFR 960.603(a)]:

A
A

Contribute 8 hours per montth community service; or

Participate in an economic salfifficiency program (as defined in the regulations) for 8
hours per month; or

Perform 8 hours per month of combined activities (community service and economic self
sufficiency programs)

The requireccommunity service or sefufficiency activity may be completed 8 hours each
month or may be aggregated across a year. Any blocking of hours is acceptable as long as 96
hours is completed by each annual certification of compliance. [Notice PIH1Z)15

Definitions
Exempt Individual[24 CFR 960.601(b), Notice PIH 2(5-12]
An exempt individuais an adult who:

A
A

>\

Is age 62 years or older

Is blind or disabled (as defined under section 216Ji][l] or 1614 of the Social Security Act),
and who certifies thabecause of this disability the individual unable to comply with the
service provisions

Is a primary caretaker of such an individual
Is engaged in work activities

SFHA Policy

The SFHA will consider 30 hours per week as the minimum number of hours rteeded
gualify for a work activity exemption.

Is able to meet requirements of being exempted under a state program funded under part A of
title IV of the Social Security Act, or under any other welfare program of the state in which
the SFHA is located, inctling a stateadministered welfaréo-work program

This exemption applies to anyone whose characteristics or family situation meet the welfare
agency exemption criteria and can be verified.

Is a member of a family receiving assistance, benefits, or sewiey a state program
funded under part A of title IV of the Social Security Act, or under any other welfare
program of the state in which the SFHA is located, including a-athtenistered welfaréo-

work programand the supplemental nutrition assisepcogram (SNAR)and has not been
found by the state or other administering entity to be in noncompliance with such program.

Community Service [24 CFR 960.601(b), Notice PIH1Z012]
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Community services the performance of voluntary work or duties that are a public benefit, and
that serve to improve the quality of life, enhance residentsséiitiency, or increase resident
selftresponsibility in the community. Community service is not employmentraydnot include
political activities.

Eligible community service activities include, but are not limited to, work at:

A Local public or nonprofit institutions such as schools, head start programs, before or after
school programs, child care centers, ho$gitelinics, hospices, nursing homes, recreation
centers, senior centers, adult day care programs, homeless shelters, feeding programs, food
banks (distributing either donated or commodity foods), or clothes closets (distributing
donated clothing)

A Nonprofit organizations serving SFHA residents or their children such as: Boy or Girl
Scouts, Boys or Girls Club;A4 c¢ | ub s, Police Assistance Leagl
recreation, mentoring or education programs, Big Brothers or Big Sisters, gardens,cente
community clearup programs, beautification programs

A Programs funded under the Older Americans Act, such as Green Thumb, Service Corps of
Retired Executives, senior meals programs, senior centers, Meals on Wheels

A Public or nonprofit organizationdedicated to seniors, youth, children, residents, citizens,
specialneeds populations or with missions to enhance the environment, historic resources,
cultural identities, neighborhoods, or performing arts

A SFHA housing to improve grounds or provide gard@aslong as such work does not alter
the SFHAOGs insurance <coverage); or wor k th
residents with problems, including serving on the Resident Advisory Board

A Care for the children of other residents so parent maytexu

SFHAs may form their own policy in regards to accepting community services at- profit
motivated entities, acceptance of volunteer work performed at homes or offices of general
private citizens, and coudrdered or probatichased work.

SFHA Policy

Community services at profinotivated entities, volunteer work performed at homes or
offices of general private citizens, and ceamdiered or probatiechased work will not be
considered eligible community service activities.
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Economic SeKSufficiency Piogram [24 CFR 5.603(b), Notice PIH 2G-12]

A

For purposes of satisfying the community service requiremerdgcamomic selfufficiency
programis defined by HUD as any program designed to encourage, assist, train, or facilitate
economic independence of esed families or to provide work for such familiééote: Per

Notice PIH 201512, HUD has determined that the Supplemental Nutrition Assistance
Program (SNAP) qualifies as a welfare program of the state. Therefore, if a tenant is a
member of a family remving assistance under SNAP, and has been found by the
administering State to be in compliance with the program requirements, that tenant is exempt
from the CSSR.

Eligible selfsufficiency activities include, but are not limited to:

A
A

> >

> > > >

Job readiness or jdbaining

Training programs through local os&p career centers, workforce investment boards (local
entities administered through the U.S. Department of Labor), or other training providers

Employment counseling, work placement, or basic skills training

Education, including higher education (junior college or college), GED classes, or reading,
financial, or computer literacy classes

Apprenticeships (formal or informal)
English proficiency or English as a second language classes
Budgeting and creditounseling

Any other program necessary to ready a participant to work (such as substance abuse or
mental health counseling)
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Work Activities [42 U.S.C. 607(d)]

As it relates to an exemption from the community service requiremerk,activitiesmeans:
A Unsubsidized employment

Subsidized private sector employment

Subsidized public sector employment

> > >

Work experience (including work associated with the refurbishing of publicly assisted
housing) if sufficient private sector employment is not available

A Onthejob training

A Job search and job readiness assistance

A Community service programs

A Vocational educational training (not to exceed 12 months with respect to any individual)

A Job skills training directly related to employment

A Education directly related temployment, in the case of a recipient who has not received a
high school diploma or a certificate of high school equivalency

A Satisfactory attendance at secondary school or in a course of study leading to a certificate of

general equivalence, in the cadeaorecipient who has not completed secondary school or
received such a certificate

A Provision of child care services to an individual who is participating in a community service
program

303
San Francisco Housing Authority
Admissions and Continued Occupancy Policy
2016



Notification Requirements [24 CFR 960.605(c)(2), Notice PIH 2®-12]

The SFHA must give each family a written description of the community service requirement,
the process for claiming status as an exempt person, and the process for SFHA verification of
exempt status. The SFHA must also notify the family of its determmatentifying the family
members who are subject to the service requirement, and the family members who are exempt.
In addition, the family must sign a certificatigych asAttachment A of Notice PIH 2I5-15,

that they have received and read the polmmy anderstand that if they are not exempt, failure to
comply with the requirement will result in nonrenewal of their le@ike.family must also sign a
certification at annual reexamination, such as Attachment B of Notice PIH1201certifying

that theyunderstand the requirements.

SFHA Policy

The SFHA will provide the family with a copy of the Community Service Policy found in
Exhibit 11-1 of this chapter, at leasm, lease renewal, when a family member is
determined to be subject to the community mervequirement during the lease term, and
at any ti me upon Thehpelicy fwdl matiy yhé samily that sedfs t .
certification forms are subject to review by the PHA.

On an annual basis, at the time of lease renewal, the SFHA will notiffamhiéy in
writing of the family members who are subject to the community service requirement and
the family members who are exempt. If the family includes nonexempt individuals the
notice will include a list of agencies in the community that provide vekmand/or
training opportunities, as well as a documentation form on which they may record the
activities they perform and the number of hours contributed. The form will also have a
place for a signature by an appropriate official, who will certify tceittevities and hours
completed.
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11-1.C. DETERMINATION OF EXEMPTION STATUS AND COMPLIANCE [24 CFR
960.605(c)(3)]

The SFHA must review and verify family compliance with service requirements annually at least
thirty (30) calendar days before the end of tiaelve month lease term. The policy for
documentation and verification of compliance with service requirements may be found at Section
11-1.D., Documentation and Verification.

SFHA Policy

Where the lease term does not coincide with the effective date eofatimual
reexamination, the SFHA will change the effective date of the annual reexamination to
coincide with the lease term. In making this change, the SFHA will ensure that the annual
reexamination is conducted within 12 months of the last annual reeatgonin

Annual Determination
Determination of Exemption Status

An exempt individual is excused from the community service requirement [24 CFR 960.603(a)].

SFHA Policy

At least 60 calendar days prior to lease renewal, the SFHA will review and verify the
exanption status of all adult family members. This verification will only be done on an
annual basis unless the family reports a change or the SFHA has reason to believe that an
individual 6s exemption status has ¢thyanged.
are 62 years of age and older, verification of exemption status will be done only at the
initial examination.

Upon completion of the verification process, the SFHA will notify the family of its
determination in accordance with the policy in Sectiof-l.B., Notification
Requirements.
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Determination of Compliance

The SFHA must review resident family compliance with service requirements annually at least
30 calendar days before the end of the twelve month lease term [24 CFR 960.605(c)(3)]. As part
of this review, the SFHA must verify that any family member that is not exempt from the
community service requirement has met his or her service obligation.

SFHA Policy

Approximately 60 calendar days prior to the end of the lease term, the SFHA will provide
written notice requiring the family to submit documentation that all subject family
members have complied with the service requirement. The family will bawalendar

days to submit the SFHA required documentation form(s).

If the family fails to submit tb required documentation within the required timeframe, or
SFHA approved extension, the subject family members will be considered noncompliant
with community service requirements, and notices of noncompliance will be issued
pursuant to the policies in Semt 11-1.E., Noncompliance.

Change in Status between Annual Determinations

SFHA Policy
Exempt to Nonexempt Status

If an exempt individual becomes nonexempt during the twelve month lease term,
it is the familybds responSHEHB iwithintlsy t o
calendadays.

Within 15 calendardays of a family reporting such a change, or the SFHA
determining such a change is necessary, the SFHA will provide written notice of
the effective date of the requirement, a list of agencies in the comyntbat
provide volunteer and/or training opportunities, as well as a documentation form
on which the family member may record the activities performed and number of
hours contributed.

The effective date of the community service requirement will beitbedf the
month following 30 day notice.

Determination of Initial Compliance

When an adult family member becasngubject to community servicidaey must
perform 8 hours of community service for the monthsy aresubject to the
requirement before the émf the lease term (anniversary date).

Nonexempt to Exempt Status

If a nonexempt person becomes exempt during the twelve month lease term, it is
the familyds responsibil ity tbocalendap or t
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days. Any claim of exemptiowill be verified by the SFHA in accordance with
the policy at 141.D., Documentation and Verification of Exemption Status.

Within 15 calendardays of a family reporting such a change, or the SFHA
determining such a change is necessary, the SFHA willgedhie family written
notice that the family member is no longer subject to the community service
requirement, if the SFHA is able to verify the exemption.

The exemption will be effective immediately.
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11-1.D. DOCUMENTATION AND VERIFICATION [24 CFR 960.60 5(c) (4), 960.607,
Notice PIH 201606]

The SFHA must retain reasonable documentation of service requirement performance or
exemption in participant files.

Documentation and Verification of Exemption Status

SFHA Policy

All family members who claim they aexempt from the community service requirement
will be required to sign the community service exemption certification form found in
Exhibit 11-3. The SFHA will provide a completed copy to the family and will keep a
copy in the tenant file.

The SFHA will veify that an individual is exempt from the community service
requirement by following the verification hierarchy and documentation requirements in

Chapter 7.

The SFHA makes the final determination whether or not to grant an exemption from the
community serv c e requirement . | f a resident do
determination, s/ he can dispute the deci si

(see Chapter 14).
Documentation and Verification of Compliance

At each regularly scheduled reexamination,heaonexempt family member presents a signed
standardized certification form developed by the SFHA of community service and self
sufficiency activities performed over the last 12 months [Notice P5-20Q].

If qualifying community service activities are administered by an organization other than the
SFHA, a family member who is required to fulfill a service requirement must provide
documentation required by the SFHA. The SFHA may require &esificationor certification

form a third party[24 CFR 960.607].

If the SFHA accepts a setkrtification of compliance with the community service requirement,

it must provide a form which includes a statement that the client performed he required hours,
contact ifiormation for the community service provider, a description of activities performed and
dates of service.

If the SFHA accepts a satertification, it must validate a sample of certification through third
party d@umentation using the sample sizes listeditachment C of Notice PIH 201@5. The
SFHA must notify families that setfertification forms are available and that a sample of self
certifications will be validated. HUD strongly encourages PHAs to investigate community
service compliance when tleeare questions of accuracy.

SFHA Policy

Each individual who is subject to the community service requirement will be required to
record their community service or ssalifficiency activities and the number of hours
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contributed on the required form. Thertdecation form will also include places for
signatures and phone numbers of supervisors, instructors and counselors certifying to the
number of hours contributed.

Families will be required to submit the documentation to the SFHA, upon request by
the SFHA at least annually.

If the SFHA has reasonable cause to believe that the certification provided by the family
is false or fraudulent, the SFHA has the right to require-{bétly verification.
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11-I.E. NONCOMPLIANCE
Noncompliant Residents

The lease spdtes that it is renewed automatically for all purposes, unless the family fails to
comply with the community service requirement. Violation of the service requirement is grounds
for nonrenewal of the lease at the end of the twelve month lease termt bt teomination of
tenancy during the course of the twelve month lease term [24 CFR 960.603(b)].

SFHA may not evit a family due to CSSR noncompliance. Howevkethe SFHA finds a
tenant ismoncompliant with CSSR, the PHA must provide writtastification to the tenant of the
noncompliace which must include:

1 A brief description of the finding of necompliance with CSSR

1 A statement that the PHA will not renew the lease at the end of the current 12 month
lease term unless the tenant enters mtwritten work=out agreement with the PHA or
the family provides written assurance that is satisfactory to the PHA explaining that the
tenant or other noncompliant resident no longer resides in the unit. Such written work
out agreement must include theeans through which a noncompliant family member
will comply with the CSSR requiremeri24 CFR 960.607(c), Notice PIH 26-12).

The notice must al so state that the tenant r
determination, in accordance with tReF HAG6s gri evance procedures,
exercise any available judicial remedy to see
|l ease because of the SFHAGO6s determination.
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SFHA Policy

The notice of initial noncompliance will be sentiedst 45 calendar days prior to the end
of the lease term.

The family will have 5 calendaidays from the date of the notice of noncompliance to

enter into a writterwork-out agreement to cure the noncompliance over the 12 month
term of the new leas@rovide documentation that the noncompliant resident no longer
resides in the unit, or to request a grievance hearing.

If the family reports that a noncompliant family member is no longer residing in the unit,
the family must provide documentation that the family member has actually vacated the
unit before the SFHA will agree to continued occupancy of the family. Docutizenta
must consist of a certification signed by the head of household as vesidasice of the
current address of the family member that previously resided with them.

If the family does not request a grievance hearing, or does noeithke corrective
action required by the notice of noncompliance within the required 10 business day
timeframe, the SFHA will terminate tenancy in accordance with the policies in Section
13IVv.D.

Continued Noncomplianceand Enforcement Documentation24 CFR 960.607(b)]

Shout a family member refuse to sign a written work agreement, or fail to comply with the
terms of the worout agreement, PHAs are required to initiate termination of tenancy
proceedings at the end of the currentimi@nth leas€24 CFR 966.53 (c ) ) fomaflure to comply
with the lease requirements. When initiating termination of tgnprmceedings, the PHA will
provide the following procedural safeguards:

T

1
1

Adequate notice to the tenant of the grounds for terminating thectersend for ne
renewal of thdease;

Right of the tenant to be represented by counsel;

Opportunity for the tenant to refute the evidence presented by the PHA, including the
right to confrom and cross examine witnesses and present any affirmative legal or
equitable defense which thentent may have, and:

A decision on the merits

SFHA Policy
Notices of continued noncompliance will be sent at least 30 calendar days prior to the end
of the |l ease term and wil/ al so serve as

meet therequirements for termination notices described in SectiofvVI3 Form,
Delivery, and Content of the Notice.

The family will have b calendadays from the date of the notice of roompliance to
provide documentation that the noncompliant resident ngeloresides in the unit, or to
request a grievance hearing.
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If the family reports that a noncompliant family member is no longer residing in the unit,
the family must provide documentation that the family member has actually vacated the
unit before the SFA will agree to continued occupancy of the family. Documentation
must consist of a certification signed by the head of household as well as evidence of the
current address of the noncompliant family member that previously resided with them.

If the family does not request a grievance hearing, or provide such documentation within
the required 10 business day timeframe, th
terminate at the end of the current lease term without further notice.
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PART Il

IMPLEMENTA TION OF COMMUNITY SERVICE

11-1lLA. OVERVIEW

Each SFHA must develop a policy for administration of the community service and economic
sefsuf ficiency requirements for public housing
viable, effectivecommunity service program, to provide residents the opportunity to engage in

the community and to develop competencies.

SFHA Implementation of Community Service

The SFHA may not substitute any community service orssdficiency activities performed by
residents for work ordinarily performed by SFHA employees, or replace a job at any location
where residents perform activities to satisfy the service requirement [24 CFR 960.609].

SFHA Policy

The SFHA will notify its insurance company if residents will l@fprming community
service at the SFHA. In addition, the SFHA will ensure that the conditions under which
the work is to be performed are not hazardous.

If a disabled resident certifies that s/he is able to perform community service, the SFHA
will ensurethat requests for reasonable accommodation are handled in accordance with
the policies in Chapter 2.
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SFHA Program Design

The SFHA may administer qualifying community service or economiessifitiency activities
directly, or may make community servieetivities available through a contractor, or through
partnerships with qualified organizations, including resident organizations, and community
agencies or institutions [24 CFR 960.605(b)].

SFHA Policy

The SFHA will attempt to provide the broadest chopmssible to residents as they
choose community service activities.

The SFHAOGs goal is to design a service pro
to become involved in the community and to gain competencies and skills. The SFHA

will work with resident organizations and community organizations to design, implement,
assess and recalibrate its community service program.

The SFHA will make every effort to identify volunteer opportunities throughout the
community, especially those in proximity to publhousing developments. To the
greatest extent possible, the SFHA will provide names and contacts at agencies that can
provide opportunities for residents, including persons with disabilities, to fulfill their
community service obligations.

Any written agreements or partnerships with contractors and/or qualified organizations,
including resident organizations, are described in the SFHA Plan.

The SFHA will provide irhouse opportunities for volunteer work or salfficiency
programs when possible.

When tle SFHA has a ROSS program, a ROSS Service Coordinator, or an FSS program,
the SFHA will coordinate individual training and service plans (ITSPs) with the
community service requirement. Regular meetings with SFHA coordinators will satisfy
community serviceactivities and SFHA coordinators will verify community service
hours within individual monthly logs.
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| EXHIBIT 11-1: COMMUNITY SERVICE AND SELF -SUFFICIENCY POLICY ‘

A. Background

The Quality Housing and Work Responsibility Act of 1998 requires thabhalexempt (see
definitions) public housing adult residents (18 or older) contribute eight (8) hours per month of
community service (volunteer work) or participate in eight (8) hours of training, counseling,
classes or other activities that help an indiaiddoward seHsufficiency and economic
independence. This is a requirement of the public housing lease.

B. Definitions
Community Servicei community service activities include, but are not limited to, work at:

A Local public or nonprofit institutions sucts achools, head start programs, before or after
school programs, child care centers, hospitals, clinics, hospices, nursing homes, recreation
centers, senior centers, adult day care programs, homeless shelters, feeding programs, food
banks (distributing eiter donated or commodity foods), or clothes closets (distributing
donated clothing)

A Nonprofit organizations serving SFHA residents or their children such as: Boy or Girl
Scouts, Boys or Girls Club;H clubs, Police Assistance League (PAL), organized chddn 6 s
recreation, mentoring or education programs, Big Brothers or Big Sisters, garden centers,
community clearup programs, beautification programs

A Programs funded under the Older Americans Act, such as Green Thumb, Service Corps of
Retired Executives egmior meals programs, senior centers, Meals on Wheels

A Public or nonprofit organizations dedicated to seniors, youth, children, residents, citizens,
specialneeds populations or with missions to enhance the environment, historic resources,
cultural identites, neighborhoods, or performing arts

A SFHA housing to improve grounds or provide gardens (so long as such work does not alter
the SFHAOs insurance <coverage); or wor k th
residents with problems, including servingtbe Resident Advisory Board

A Care for the children of other residents so parent may volunteer
Note: Political activity is excluded.
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Self-Sufficiency ActivitiesT selfsufficiency activities include, but are not limited to:

T
T

=

= =4 A =2

Job readiness or job training

Training programs through local os&p career centers, workforce investment boards (local
entities administered through the U.S. Department of Labor), or other training providers

Employment counseling, work placement, or basic skills training

Education,including higher education (junior college or college), , or reading, financial, or
computer literacy classes

Apprenticeships (formal or informal)
English proficiency or English as a second language classes
Budgeting and credit counseling

Any other programrmecessary to ready a participant to work (such as substance abuse or
mental health counseling)

Exempt Adult i an adult member of the family who meets any of the following criteria:

1
1

Is 62 years of age or older

Is blind or a person with disabilities (as ield under section 216][i][l] or 1614 of the Social
Security Act), and who certifies that because of this disalbildy areunable to comply with
the service provisions, or is the primary caretaker of such an individuals

Is engaged invork activities

Is ale to meet requirements under a state program funded under part A of title IV of the
Social Security Act, or under any other welfare program of the state in which the SFHA is
located, including a stadministered welfar&o-work program; or

Is a membemof a family receiving assistance, benefits, or services under a state program
funded under part A of title IV of the Social Security Act, or under any other welfare
program of the state in which the SFHA is located, including a-athtenistered welfaréo-

work programand the supplemental nutrition assistance program (SNekfl) has not been
found by the state or other administering entity to be in noncompliance with such program.

SFHA can use reasonable guidelines in clarifying the work activities irdioation with
TANF, as appropriate.
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Work Activities i as it relates to an exemption from the community service requiremerk,
activitiesmeans:

A

> > >

> > > > > D>

>\

Unsubsidized employment
Subsidized private sector employment
Subsidized public sector employment

Work experience (including work associated with the refurbishing of publicly assisted
housing) if sufficient private sector employment is not available

On-thejob training

Job search and job readiness assistance

Community service programs

Vocational educationdtaining (not to exceed 12 months with respect to any individual)
Job skills training directly related to employment

Education directly related to employment, in the case of a recipient who has not received a
high school diploma or a certificate of higthsol equivalency

Satisfactory attendance at secondary school or in a course of study leading to a certificate of
general equivalence, in the case of a recipient who has not completed secondary school or
received such a certificate

Provision of child careservices to an individual who is participating in a community service
program
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C. Requirements of the Program

1. The eight (8) hours per month may be either volunteer work essg#itiency program
activity, or a combination of the two.

2. At least eight(8) hours of activity must be performed each mamtimay be aggregated
across a year. Any blocking of hours is acceptable as long as 96 hours is completed by
each annual certification of compliance.

3. Family obligation:

1 At lease execution, all adultembers (18 or older) of a public housing resident
family must:

- Sign a certification (Attachment A) that they have received and read this policy
and understand that if they are not exempt, failure to comply with the community
service requirement will result a nonrenewal of their lease; and

- Declare if they are exempt. If exempt, they must complete the Exemption Form
(Exhibit 11-3) and provide documentation of the exemption.

1 Upon written notice from the SFHA, nonexempt family members must present
complete dcumentation of activities performed during the applicable lease term.
This documentation will include places for signatures of supervisors, instructors, or
counselors, certifying to the number of hours contributed.

1 If a family member is found to be noncphant at the end of the idonth lease
term,the party and the head of household, will be required to sign an agreement with
the housing authority to make up the deficient hours over the next twelve (12) month
period, or the lease will be terminated.

1 At annual recertification, the family must also sign a certification certifyiagtkiey
understand the community service requirement.

4. Change in exempt status:

1 If, during the twelve (12) month lease period, a nonexempt person becomes exempt, it
is his orher responsibility to report this to the SFHA and provide documentation of
exempt status.

1 If, during the twelve (12) month lease period, an exempt person becomes nonexempt,
it is his or her responsibility to report this to the SFHA. Upon receipt of this
information the SFHA will provide the person with the appropriate documentation
form(s) and a list of agencies in the community that provide volunteer and/or training
opportunities.
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D. Authority Obligation
1. To the greatest extent possible and practicaieSFHA will:

1 Provide names and contacts at agencies that can provide opportunities for residents,
including residents with disabilities, to fulfill their community service obligations.

1 Provide irhouse opportunities for volunteer work or saifficieng/ activities.

2. The SFHA will provide the family with a copy of this policy, and all applicable
exemption verification forms and community service documentation forms, atupase
lease renewal, when a family member becomes subject to the comrseniige
requirement during the | ease term, and at

3. Although exempt family members will be required to submit documentation to support
their exemption, the SFHA will verify the exemption status in accordance with its
verification policies. The SFHA will make the final determination as to whether or not a
family member is exempt from the community service requirement. Residents may use
t he SFHAG6s grievance procedure if they dis

4. Noncanpliance of family member:

1 At least thirty (30) calendar days prior to the end of thenbath lease term, the
SFHA will begin reviewing the exempt or nonexempt status and compliance of
family members;

1 If, at the end of the initial XEhonth lease term undevhich a family member is
subject to the community service requirement, the SFHA finds the family member to
be noncompliant, the SFHA will not renew the lease unless:

- The head of household and any other noncompliant resident enter into a written
agreementvith the SFHA, to make up the deficient hours over the next twelve
(22) month period; or

- The family provides written documentation satisfactory to the SFHA that the
noncompliant family member no longer resides in the unit.

1 If, at the end of the next 1onth lease term, the family member is still not
compliant, a 3@ay notice to terminate the lease will be issued and the entire family
will have to vacate, unless the family provides written documentation satisfactory to
the SFHA that the noncompliant fajiinember no longer resides in the unit;

T The family may use the SFHAOGs grievance p
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All adult family members must sign and date below, certifying that they have read and received a
copy of this Community Service aisklf-Sufficiency Policy.

Resident Date
Resident Date
Resident Date
Resident Date

321
San Francisco Housing Authority
Admissions and Continued Occupancy Policy
2016



EXHIBIT 11-2: DEFINITION OF A PERSON WITH A DISABILITY UNDER SOCIAL
SECURITY ACTS 216(i)(l) and Section 1416(excerpt) FOR PURPOSES OF EXEMPTION
FROM COMMUNITY SERVICE

Social Security Act:

216()(1):Except for purposes of sections 202(d), 202
means (A) inability to engage in any substdngainful activity by reason of any medically
determinable physical or mental impairment which can be expected to result in death or has lasted or

can be expected to last for a continuous period of not less than 12 months, or (B) blindness; and the
termi Adnessd means centr al vi sual acuity of 20
correcting lens. An eye which is accompanied by a limitation in the fields of vision such that the
widest diameter of the visual field subtends an angle no griaiier20 degrees shall be considered

for purposes of this paragraph as having a central visual acuity of 20/200 or less.

Section 1416excerpt)

SEC. 1614J42 U.S.C. 1382c| a) ( 1) For purposes of this title,
individual 6 meads an individual wh o

(A) is 65 years of age or older, is blind (as determined under paragraph (2)), or is disabled (as
determined under paragraph (3)), and

(B)(i) is a resident of the United States, and is either (I) a citizen or (ll) an alien lawfully
admitted for permanent residence or otherwise permanently residing in the United States
under color of law (including any alien who is lawfully present in theted States as a
result of the application of the provisions of section 212(d)(5) of the Immigration and
Nationality Act), or

(i) is a child who is a citizen of the United States and, who is living with a parent of the child
who is a member of the ArrdeForces of the United States assigned to permanent duty
ashore outside the United States.

(2) An individual shall be considered to be blind for purposes of this title if he has central
visual acuity of 20/200 or less in the better eye with the use ofraating lens. An eye

which is accompanied by a limitation in the fields of vision such that the widest diameter of
the visual field subtends an angle no greater than 20 degrees shall be considered for purposes
of the first sentence of this subsectiorhasing a central visual acuity of 20/200 or less. An
individual shall also be considered to be blind for purposes of this title if he is blind as
defined under a State plan approved under title X or XVI as in effect for October 1972 and
received aid undesuch plan (on the basis of blindness) for December 1973, so long as he is
continuously blind as so defined.

(3)(A) Except as provided in subparagraph (C), an individual shall be considered to be
disabled for purposes of this title if he is unable to eagagany substantial gainful activity

by reason of any medically determinable physical or mental impairment which can be
expected to result in death or which has lasted or can be expected to last for a continuous
period of not less than twelve months.
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