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Article 1. General Provisions

Section 1.01 Program Objectives

The Objectives of the Section 8 Housing Choice Voucher Program, Moderate Rehabilitation
Program, and Project-Based Voucher Program are to house income eligible families in safe,
sanitary, and affordable housing within the operating jurisdiction of the Housing Authority of
Gloucester County (“The Authority”). Such housing shall be in accordance with the rules and
regulations governing the Programs, the Department of Housing and Urban Development's (HUD)
Section 8 Regulations, as well as all Federal, State and Local Fair Housing Laws and Regulations.

Section 1.02 Administrative Authority

This document serves as the Authority's operational handbook for the implementation of the
Housing Choice Voucher Program, Moderate Rehabilitation Program and Project Based Voucher
Program. It also functions as the Authority's Administrative Plan and complies with all of the
requirements of 24 C.F.R. §982.54, Administrative Plan. The Plan’s purpose is to provide guidance
for the consistent application of the policies and procedures adopted by the Authority in its
administration of the programs.

Section 1.03 Extenuating Circumstances

The following conditions are recognized by the Authority as extenuating circumstances that may
affect the Authority's administration of the program: Domestic violence; a serious housing quality
standards violation; a catastrophe such as a fire, flood or other act of nature; or a risk of violence
against a household member as a reprisal for providing information to a law enforcement agency,
or because of his or her race, color, religion, sex, national origin, handicap, or familial status.
Further, on a case-by-case basis, the Authority may consider an exception to one of its standard
policies if there is evidence of a sufficient extenuating circumstance.

Section 1.04 File Maintenance

In order to demonstrate compliance with HUD and other pertinent regulations, the Authority will
maintain records, reports, and other documentation for a time that is in accordance with HUD
requirements and in a manner that will allow an auditor, housing professional, or other interested
party to follow, monitor, and or assess the Authority operational procedures objectively and with
accuracy and in accordance with Section 8 Management Assessment Program (SEMAP)
requirements with internal supervisory audits. The Authority maintains an electronic file for each
applicant, participant and owner. The electronic file shall be considered the official file. The
Authority also maintains a paper file, the purpose of which is to support the electronic file.

Section 1.05 Privacy Rights

Applicants and participants, including all adults in their households, are required to sign the HUD
9886 Authorization for Release of Information annually. This document incorporates the Federal
Privacy Act Statement and describes the conditions under which HUD/the Authority will release
family information. The Authority shall require additional authorizations not covered by the HUD
9886 form as required for verifications. The Authority policy regarding release of information is
in accordance with State and local laws that may restrict the release of family information.
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Article I1. Fair Housing & Equal Opportunity

Section 2.01 Non-Discrimination

The Authority shall administer the Programs to affirmatively further fair housing in accordance
with the Title VIII of the Civil Rights Act of 1968 (as amended by the Community Development
Act of 1974 and the Fair Housing Amendments Act of 1988), Title VI of the Civil Rights Act of
1964, Section 504 of the Rehabilitation Act of 1973, and Title II of the Americans with Disabilities
Act, Violence Against Women Reauthorization Act of 2013 (VAWA), and The Age
Discrimination Act of 1975.

The Authority is committed to administering the programs to ensure that individuals and
households are not discriminated against because of their race, color, religion, sex, national origin,
age, familial status, disability, sexual orientation, gender identity, and marital status. The
Authority will not use any of these factors to: Deny any family the opportunity to apply for
housing, or deny to any qualified applicant the opportunity to participate in housing; provide
housing that is different from the 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 eligibility or other requirements for admissions;
Steer an applicant or participant towards or away from a particular area; 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 to or associated 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.

Section 2.02 Assistance for Families Claiming Unlawful Discrimination

If an applicant or participant believes that any family member has been discriminated against by
the Authority or an owner, the family should advise the Authority. HUD requires the Authority to
make every reasonable attempt to determine whether the applicant’s or participant’s assertions
have merit and take any warranted corrective action. In addition, the Authority is required to
provide the applicant or participant with information about how to file a discrimination complaint.
The Fair Housing Act prohibits discrimination in housing because of race, color, religion, sex,
national origin, age, familial status, disability, sexual orientation, gender identity, and marital
status. People who believe they have experienced discrimination may file a complaint by
contacting HUD's Office of Fair Housing and Equal Opportunity at (800) 669-9777 (voice) or
(800) 927-9275 (TTY). Housing discrimination complaints may also be filed by going to
www.hud.gov/fairhousing. Persons who have alleged discrimination on the basis of Fair Housing
Amendment Act of 1988, Title VIII of the Civil Rights Act of 1968, Title VI of the Civil Rights
Act of 1964 or Executive Order 11063, will have their case administered by the Intake Supervisor
(if it is a new admission) or the Section 8 Supervisor (if it is a program participant) to personally
assist the family in finding a suitable unit and to prevent any repeated discrimination against the
family. If consistent with the requirements of the program, the Intake Supervisor or Section 8
Supervisor, as appropriate, shall provide personal referrals to units with vacancies and call the
apartment managers of said units to arrange for an appointment for the family to see the unit.
Assistance will also be provided in the exercise of the person’s rights including providing
information on how to fill out and file a housing discrimination complaint. The Authority will keep
a record of all complaints, investigations, notices, and corrective actions.
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Section 2.03 Policies Related to Persons with Disabilities
The Authority is committed to ensuring that the policies and procedures of its programs do not
deny individuals with disabilities the opportunity to participate in, or benefit from, those programs.
The Authority is also committed to ensuring that its policies and procedures do not otherwise
discriminate, on the basis of disability, in connection with the operation of those programs, services
and activities. A reasonable accommodation is a change, modification, alteration or adaptation in
policy, procedure, practice or program that provides a qualified individual with a disability the
opportunity to participate in or benefit from one of the Authority’s programs. The Policy, as
contained in this Administrative Plan will be provided during the tenant briefing program.
a. Definitions
A person with a disability, as defined by the Federal Fair Housing Act, is an individual
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 an impairment.
As used in this definition, the phrase “physical or mental impairment” includes:

(1) Any physiological disorder or condition, cosmetic disfigurement, or anatomical loss
affecting one or more of the following body systems: Neurological; musculoskeletal;
special sense organs; respiratory, including speech organs; cardiovascular; reproductive;
digestive; genito-urinary; hemic and lymphatic; skin; and endocrine; or

(2) Any mental or psychological disorder, such as an intellectual disability, 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
orthopedic, visual, speech and hearing impairments, cerebral palsy, autism, epilepsy,
muscular dystrophy, multiple sclerosis, cancer, heart disease, diabetes, Human
Immunodeficiency Virus infection, mental retardation, emotional illness, drug addiction
(other than addiction caused by current, illegal use of a controlled substance) and
alcoholism. 24 C.F.R. § 100.201.

“Major life activities” means functions such as caring for oneself, performing manual tasks,
walking, seeing, hearing, speaking, breathing and learning. 24 C.F.R. § 100.201.

The definition of disability does not include current users of illegal controlled substances
people whose alcohol use interferes with the rights of other, a person with any disability
whose tenancy poses a direct threat to the health or safety of others unless that threat can
be controlled with a reasonable accommodation, Juvenile offenders and sex offenders by
virtue of that status are not persons with disabilities protected by the Fair Housing Act.

b. Requesting a Reasonable Accommodation

A person with a disability may request a reasonable accommodation from the Authority at
any time. The individual, the Authority, or another person identified by the individual, must
reduce all requests for reasonable accommodation(s) to writing. The person must explain
what type of accommodation is needed to provide the person with the disability full access
to the Authority’s programs and services. Reasonable accommodation methods or actions
that may be appropriate for a particular program and individual may be found to be
inappropriate for another program or individual. The decision to approve or deny a request
for a reasonable accommodation is made on a case-by-case basis and takes into
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consideration the needs of the individual as well the applicable law. (See section on Denial
of Request for Reasonable Accommodation, below)

c. Verification of Reasonable Accommodation Request

Before providing an accommodation, the Authority must determine that the person meets
the definition of a person with a disability, and that the person needs the specific
accommodation due to their disability and the change is required for them to have equal
access to the housing program.

The Authority will request third-party verification to support the need for a reasonable
accommodation. Third-party verification must be obtained from a Qualified Individual. A
Qualified Individual can be a doctor or other medical professional, a peer support group, a
non-medical service agency, a caseworker, a vocational/rehab specialist, counselor, or a
reliable third party who is in a position to know about the individual’s disability. The
Authority must request only information that is necessary to evaluate the disability-related
need for the accommodation. The Authority will not inquire about the nature or extent of
any disability. In the event that the Authority does receive confidential information about
a person’s specific diagnosis, treatment, or the nature or severity of the disability, the
Authority will properly dispose of such personal health information. In place of the
information, the Authority will note in the file that the disability and other requested
information have been verified, the date the verification was received, and the name and
address of the knowledgeable professional who sent the information.

In addition, the Authority may request that the individual, or the individual’s health care
provider, provide suggested reasonable accommodations. If a person’s disability is
obvious, or otherwise known to the Authority, and if the need for the requested
accommodation is also readily apparent or known, no further verification will be required.

d. Denial of Request for Reasonable Accommodation

The Authority can deny a request for reasonable accommodation if the request was not
made by or on behalf of a person with a disability or if there is no disability-related need
for the accommodation. Further, a requested accommodation can be denied if one of the
following would occur as a result: A violation of state and/or federal law; A fundamental
alteration in the nature of the Authority’s housing program; An undue financial and
administrative burden on the Authority. All denials will be reduced in writing and will
identify the reason for the denial. In the event the accommodation is denied, the Authority
will discuss with the requester whether there is an alternative accommodation that would
effectively address the requester’s disability-related need without a fundamental alteration
of the Authority’s operation and without imposing an undue burden.

Section 2.04 Access to Services for Persons with Limited English Proficiency
The Authority will take affirmative steps to communicate with people who need services or
information in languages other than English. These persons are referred to as persons with Limited
English Proficiency (LEP). LEP is defined as a person who does not speak English as their primary
language and who have limited ability to read, write or understand English. The Authority’s goal
is to ensure meaningful access to the LEP person to critical services while not imposing undue
burdens on the Authority. In order to determine the level of access needed by LEP persons, the
Authority will act in accordance with the established Language Assistance Plan and balance the
9
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following four factors: (1) the number or proportion of LEP persons eligible to be served or likely
to be encountered by the Housing Choice Voucher 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 provided by the program to people’s lives; and (4) the resources available to the PHA
and costs. Balancing these four factors will ensure meaningful access by LEP persons to critical
services while not imposing undue burdens on the Authority.

Article III.  Program Eligibility

The Authority will take the necessary steps to ensure that every individual and family admitted to
the programs 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 Authority to confirm eligibility and determine the level of the family’s
assistance. To be eligible for the HCV program the applicant family must:

Qualify as a family as defined by HUD and the Authority;

Have income at or below HUD-specified income limits;

Qualify on the basis of citizenship or the eligible immigrant status of family members;

Contain at least one family member who is either a U.S. citizen or has eligible immigration

status;

e Provide social security numbers for all family members in compliance with HUD’s Rent
Reform Notice effective January 2010, unless the family member is 62 or older as of
January 2010 and already under the program,;

e The Authority shall require social security numbers for all family members regardless of
age in compliance with the federally mandated criminal record requirements for all adult
family members;

e (Consent to the Authority’s collection and use of family information as provided for in the
Authority -provided consent forms.

e Be represented by a head of household who is 18 or older or an emancipated youth at the
time of application submission.

e Be eligible for assistance in accordance with the restrictions on assistance to students
enrolled in an institution of higher education (24 CFR 5.612).

e The Authority must determine that the current or past behavior of household members
does not include activities that are prohibited by HUD or The Authority. Reasons for denial
of admission are addressed in this Policy. These reasons for denial constitute additional
admission criteria.

e Evidence of Citizenship/Eligible Immigrant Status will not be verified until the family is

selected from the waiting list for eligibility processing for issuance of a Voucher

Section 3.01 Definitions
e Family: A Family may consist of any single person or a group of persons that are related
by blood, marriage, operation of law, or have evidenced a stable family relationship over a
period of time to the satisfaction of the Authority by sharing expenses, family
responsibilities, and a residency; and whose incomes and resources are jointly available to
meet the needs of the family.

10
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e Elderly Family: An elderly family is a family whose head, co-head, spouse, or sole member
is at least sixty-two years of age.

e Disabled Family: A disabled family is a family whose head, co-head, spouse of sole
member is a person with disabilities who is physically, mentally, or developmentally
disabled in accordance with Section 223 of the Social Security Act or Section 102b(5) of
the Developmental Disabilities Services and Facilities Construction Amendments of 1970.
A disabled person is considered an elderly family for the purpose of qualifying as a
household type.

e Household: Household is the broader term that includes additional people, who with the
permission of the Authority live in the assisted unit, such as live-in aides, foster children
and foster adults.

e Family Share: Family Share shall mean the portion of rent and utilities paid by the family.
The family share is calculated by subtracting the amount of the housing assistance payment
from the gross rent. The Authority may not use the housing assistance payment or other
program funds (including the administrative fee reserve funds) to pay any part of the family
share. Payment of the family share is the responsibility of the family.

e Head of Household: Head of Household means the adult member of the family who is
considered the head for the purposes of determining income eligibility and rent. The head
of household is responsible for ensuring that the family fulfills all of its responsibilities
under the program, alone or in conjunction with the co-head or spouse. The Head of
Household must have the legal capacity to enter into a lease under state and local law. The
family may designate any qualified family member as the Head of Household.

e Spouse, Co-head, and Other Adult: a family may have a spouse or co-head but not both.
Spouse means the marriage partner of the Head of Household. A Co-head is an individual
in the household who is equally responsible with the head of household for ensuring that
the family fulfill all of its responsibilities under the program, but who is not a spouse. A
family can have only one co-head.

e  Other Adult: Other Adult means a family member, other than the head, spouse or co-head
who is 18 years of age or older. Foster adults and live-in aides are not considered other
adults.

e Dependent: A dependent is a family member who is under 18 years of age or a person of
any age who is a person with a disability or a full-time student, except that the following
persons can never be dependents: the head of household, spouse, co-head, foster
children/adults and live-in aides. Identifying each dependent in the family is important
because each dependent qualifies the family for a deduction from annual income.
Dependents that are subject to a joint custody arrangement will be considered a member of
the family, if they live with the applicant or participant 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 Authority will make the determination
based on available documents such as court orders, or an IRS return showing which family
has claimed the child for income tax purposes.

e Full-Time Student (FTS): A FTS is a person who is attending school or vocational training
on a full-time basis. The time commitment or subject load that is needed to be deemed a
full time is defined by the educational institution.
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Section 3.02 Pre-Applications

The Authority will receive and process applications in a way that treats all applicants fairly and
consistently. At the discretion of the Executive Director, the Authority will accept pre-applications
for assistance on an as needed basis. The Executive Director will review the waiting lists and
determine whether pre-applications will be accepted and the length of time to accept pre-
applications. Pre-applications will be accepted by mail at:

The Housing Authority of Gloucester County -Tenant Processing Center-Main Office
100 Pop Moylan Blvd, Deptford
New Jersey 08096
OR
Online at http://www.hagc.org

Pre-applications must contain sufficient information for the Authority to make preliminary
determinations of eligibility and local preference status. If the pre-application does not contain
sufficient information to make a preliminary determination of eligibility, the applicant will be
notified to submit the needed information. The head of the applicant family on the pre-application
will be assigned a confirmation number and placed on the appropriate waiting list(s), if eligible.
All applicants will have the opportunity to apply for any applicable programs administered by the
Authority. Ifthe information on the pre-application shows the applicant to be obviously ineligible,
the letter will state the reasons for the determination of ineligibility and, the family’s right to an
informal review and how to arrange for the review.

The Authority will take steps to ensure that the application process is accessible to those people
who might have difficult complying with the normal, standard application process. This may
include people with disabilities or persons with LEP. The Authority will consider requests for
Reasonable Accommodations to the needs of individuals with disabilities and reasonable steps to
ensure equal access for persons with LEP.

Section 3.03 Organization of Wait List

All eligible applicants will be placed on the waiting lists based on the date and time the application
was received. There will be one (1) waiting list maintained for the Section 8 Housing Choice
Voucher Program, one (1) for the Moderate Rehabilitation Program and one (1) for the Project-
Based Voucher Program. The waiting lists will be assembled in sequential order with the
applicant’s name, family unit size, date and time of application receipt, annual income,
qualifications for any local preference, and racial or ethnic designation of the head of household
noted. The Moderate Rehabilitation and Project Based Voucher waiting list represents different
bedroom sizes, as the program is unit based.

Section 3.04 Opening and Closing of Waiting Lists
The waiting lists will be opened or closed at the discretion of the Executive Director considering
the available funding, length of the waiting lists, and whether the waiting list includes a sufficient
number of extremely low-income families. See attached Equal Housing Opportunity Policy
Affirmative Marketing/Outreach to Families for the Authority’s practice on encouraging full
participation of the public when the waiting lists are opened. When the Executive Director
determines that the waiting lists contain an adequate pool for use of available program funding,
the Authority may stop accepting new applications and close the wait lists.
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Section 3.05 Notification of Selection from Waiting Lists

Families selected from the waiting lists will be notified of their selection by a written
communication, the method of which is selected by the family in the application. This
communication is deemed “The Interview Letter”. The Interview Letter will inform the family of
how to proceed with scheduling the eligibility interview, the method in which the interview will
be conducted, and the documents to be supplied to the Authority in order to proceed through the
eligibility process. In accordance with the Interview Letter, families must respond to the Authority
within 10 (ten) calendar days of the date of the letter to schedule an interview appointment. If the
Interview Letter is returned to the Authority with no forwarding address, the family will be
removed from the waiting lists. A notice of denial will be sent to the family’s address of record.

Section 3.06 Reporting Changes in Family Circumstance While on a Waiting List

While the family is on the waiting list, the family must report in writing to the Authority changes
in family size or composition, preference status, contact information, including current residence,
mailing address, income and phone number. All changes must be reported in writing within 14
days.

Section 3.07 Local Preference

The Authority has established a system of local preference for the section of families admitted to
the programs. The preference affects the order of applicants on the waiting list but does not make
anyone eligible who was not otherwise eligible.

Eligibility for Local Residency Preference:

A local preference will be given to applicants whose head, co-head, or spouse are residents or,
working in, or hired to work in the operating jurisdiction of the Authority. An applicant who is a
resident of or works in the operating jurisdiction of the Authority on the day their application is
received by the Authority will be eligible for the local preference. If the applicant does not live or
work in the operating jurisdiction of the Authority at the time of eligibility determination, they
retain the local preference effective the date the application was received by the Authority. An
applicant who is homeless will receive a local preference if they can document to the satisfaction
of the Authority that they lived or worked in the operating jurisdiction immediately prior to
becoming homeless. Applicants who have been notified that they are hired to work in a residency
preference area are treated as residents of the residency preference area. An applicant, who lives
and works outside the operating jurisdiction of the Authority on the day their application is
received, will be entitled to the local preference if they notify the Authority in writing they moved
into or began working in the operating jurisdiction of the Authority. The applicant must, at the
time of eligibility determination, live or work within the operating jurisdiction of the Authority.
Participating Communities/Operating Jurisdictions of the 