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HOUSING AUTHORITY OF THE CITY OF SEATTLE

MANUAL OF OPERATIONS
SUBJECT:  Seattle Senior Housing Program – Housing Choice Voucher Program

SCOPE:  All Seattle Senior Housing Program applicants and residents.

POLICY:  To contribute to the financial stability of the Senior Housing Program and to ensure continued access to the program for applicants and residents with incomes between zero and 30 percent of area median income (AMI).  Tenant-based Housing Choice Vouchers may be issued to applicants and residents who would otherwise be “rent burdened” as defined as having an income to rent ratio that exceeds 40 percent, as a result of applying the SSHP rent policy.

Section 8 subsidy in SSHP is integral to the overall financial viability of the program if it is to continue to serve a substantial number of households with very low income.  Vouchers bring SSHP within reach of those who can not afford the lowest tiered, flat rent.  To the degree that voucher resources are available, SHA will maintain a level of voucher assistance that supports the sustainable distribution of rents (see L15.1-1 Exhibit 4).

SSHP residents who hold a Housing Choice Voucher and receive a Section 8 subsidy will be excluded from the SSHP Rent Policy; their rent will be calculated according to rules for the tenant-based Housing Choice Voucher program (see Section 8 Administrative Plan).

IMPLEMENTING POLICY:
The number of Housing Choice Vouchers to be made available to SSHP as an option to address the needs of applicants and residents who are “rent burdened” shall be determined through the Asset Management Team, taking into account the overall supply of Section 8 resources.  The initial level of voucher assistance available to applicants and residents is 150 tenant-based vouchers.  

The issuance of vouchers shall be in accordance with the Section 8 Administrative Plan.  The Administrative Plan shall detail the eligibility criteria, resident and landlord participation rules, and method of determining the gross rent from which the tenant paid portion and rent to owner is established.  

SHA is the owner of the SSHP properties and the SSHP Senior Property Manager is the designated owner representative or landlord for purposes of the Section 8 program.  Since both Section 8 and SSHP are programs administered by the Seattle Housing Authority, it shall be the responsibility of PorchLight and Housing Operations to ensure the application of rules is consistent with the Section 8 Administrative Plan and this policy.  Staff shall not perform their duties in a manner that would lead to the perception of preferential treatment for SHA as compared to other participating landlords.  

As the number of vouchers within the program drop below the established level of voucher assistance for SSHP, PorchLight shall confirm the availability of vouchers to replace those needed to maintain the established level of assistance, and the SSHP Senior Property Manager shall have the authority to offer those vouchers to potentially eligible residents or applicants.  As a general guide, existing residents with 
incomes well below 30% AMI may be considered first.  Residents shall be considered in order from those with the lowest incomes to 30% AMI.  SSHP Applicants who would be “rent burdened” based on the lowest rent tier may be considered second for an available Housing Choice Voucher.  Such applicants shall be considered in order by date and time of their application and SSHP priority.

RESPONSIBILITY:  The Directors of Housing Operations, Finance & Accounts, Development, and Rental Assistance Program, as members of the Asset Management Team will be responsible for monitoring the use of Housing Choice Vouchers in SSHP.  Seattle Senior Housing Program Senior Property Manager is responsible for the day-to-day administration of this policy as landlord.  Section 8 Issuance Supervisor is responsible for the contract administration of Vouchers issued as a result of this policy.

PROCEDURE:

A.
SELECTION
1. 
Housing Choice Voucher may be issued in three ways:

a. Current Housing Choice Voucher holder

b. SHA’s Section 8 Waitlist  

c. SSHP applicant or existing SSHP resident, considered “rent burdened” per the policy. 

2. If a Housing Choice Voucher becomes available, the Senior Property Manager shall first consider existing SSHP residents with income below 30% AMI.  
3. Any existing Resident who wishes to be considered for a HCV shall complete and submit an SHA-1304 to staff.  Upon receipt, staff shall date and time stamp the form and add the resident to the waiting list for existing residents.  The waiting list is located on the Q drive, for SSHP.  

4. The Senior Property Manager may consider applicants who have applied but are considered “rent burdened.”  These applicants will have a wait list status code “38 – HOLD HCV elig”.  Such SSHP applicants shall be considered by date and time of their application and SSHP priority.
5. Residents or applicants identified for a Housing Choice Voucher by the Senior Property Manager shall be processed by Section 8 staff to determine their eligibility.  

6. Applicants from SHA’s Section 8 Waitlist, who wish to use their Voucher in SSHP, or other Housing Choice Voucher holders, shall be considered for eligibility and suitability based on SSHP’s policies.  If approved, staff shall proceed to process the applicant in accordance with this policy.

7. The number of available Housing Choice Vouchers shall be limited to a level set by the SHA Asset Management Team.  The Senior Property Manager shall track the number of Vouchers in the program to ensure compliance.

B. SECTION 8 MOVE-IN
Existing Resident 
1. For existing residents, Assistant Property Manager (APM) shall send the resident the following HCV application packet of forms: 
a) Housing Choice Voucher program application (Rev. 8/06) 
b) Certification statement (Rev. 8/06)

c) HUD -9886

d) Citizenship Status – Acknowledgement of Understanding

e) Zero Income Affidavit -SHA 129 (Rev. 10/05)

f) Reasonable Accommodations for Applicants SHA 1097  (Rev. 7/05)

g) Request for Accommodation or Modification - SHA 1003(A)

h) Verification of Disability and Need -SHA 967PL

i) Request for Admission of Live in Aide and Verification of Eligibility- SHA 1120 (Rev. 10/01)

j) Seattle Housing Authority Housing Choice Voucher Program General Release of Information – SHA 384 (Rev. 10/01)

k) Personal Declaration -SHA 1063PL (Rev. 03/06)

l) Damage Payment Responsibility – Housing is a Good Deal -SHA 868 (Rev. 1/04)

m) Participant Obligations (Rev. 10/05) – 3 pages

n) Acknowledgement of Briefing Information at Voucher Issuance -SHA92  (Rev. 11/05)

o) What to Mail- SHA 989S (Rev. 9/03)

2. Once the Application packet is returned to APM (within 10 days), the APM will meet with the resident.
The APM will conduct an orientation about the HCV program and its requirement.  
Ensure the paperwork is complete; to include social security card(s) Picture ID, income and asset information.  
The APM will perform an inspection of the unit with the resident (similar to HQS inspection) using the SSHP Inspection sheet.  The yellow and pink copy of the inspection sheet is kept for the resident’s file and the top copy is included with the HCV application packet.
3. The completed HCV application packet is sent to the HCV Issuance Supervisor with the SSHP HCV Application – SHA-1304 (printed on purple paper) on top.

4. The APM will be notified about any missing or additional information needed for the resident.

5. Section 8 will approve or deny the resident.  If denied, a letter of denial will be sent to the resident and a copy to the APM. 
NOTE:  the resident is given an opportunity by Section 8 to appeal the denial within 10 business days.
If approved, the Voucher issuance paperwork signed by the Section 8 Certification Specialist and the excel spread sheet (which shows the break down of the payment) is sent to SSHP.  
The APM will meet with the resident and have him or her sign the Voucher issuance paperwork. The signed voucher (and file) is then returned to the Certification Specialist.

*All SSHP vouchers are to be done as 1 BR issuances (unless there is an accommodation issue, then 2 BR unit will be considered)

New Applicant 
1. The Senior Property Manager may consider applicants who have applied but are considered “rent burdened.”  These applicants will have a wait list status code “38 – HOLD HCV elig”. Such SSHP applicants shall be considered by date and time of their application and SSHP priority.

2. When requested by the Senior Property Manager, the SSHP Admissions Assistant Property Manager, will pull applicants from the waiting list with the 38 status code.

3. The APM will process the applicant in the normal manner as any other applicant to include eligibility and suitability screening.  Income eligibility will be waived, in consideration for the rental assistance to be received from the SSHP HCV.
4. If the applicant is approved for SSHP, the applicant’s file is referred to the APM assigned to process files for the SSHP HCV. The APM will follow the procedures for an existing resident.  

Once approved by Section 8 for the SSHP HCV, the HQS inspection is scheduled.   
C. SECTION 8 INSPECTION
1. For any existing or new SSHP-Section 8 participant, once the RFTA is received by the Section 8 Move-In Desk, a Section 8 Housing Inspector will complete a unit HQS inspection with an SSHP staff and the resident.  The SSHP staff will be present at the inspection to address any unit deficiencies.  

2. For any deficiencies that cannot be immediately addressed by the SSHP staff, IPS shall be contacted to make repairs and the re-inspection coordinated with the Section 8 Housing Inspector.

3. Rent requested will be the established voucher payment standard or rent reasonableness as determined by Section 8.  

4. The date the unit passes inspection is generally the date the HAP subsidy will begin.  The resident, however, will not be asked to pay more than his/her share of the rent for any occupied days prior to the subsidy beginning.

D. SECTION 8 LEASE AND CONTRACT
1. Once the RFTA is received, the Move-in desk will send the HCV Lease Amendment (SHA-581) to the APM.  The APM will prepare a new dwelling lease (SHA-697-SSHP) and schedule a time with the resident to sign the new lease.  The lease will have an initial term of one year.   Staff shall enter the “Contract Rent” on the dwelling lease.  This amount includes both the resident paid portion and HAP subsidy.

2. The Section 8 Certification Specialist will process the new move in and send two copies of a HAP contract to the Senior Property Manager.  The contract is reviewed and both copies are signed by the Senior Property Manager, as the landlord.  

3. A copy of the dwelling lease and signed copy of the HAP contract is routed back to the Section 8 Certification Specialist.  A copy of the HAP contract is given to the SSHP APM.  

4. The SSHP APM will enter the new tenant rent noted on the Lease Amendment into the MLS Non-federal module, manually adjusting the rent to the Section 8 calculation.  The HAP contract, Lease Amendment and new dwelling lease are then filed in the resident’s file.

5.   A “Voucher” code will be added to the MLS record to identify the resident as receiving a rent subsidy. 

In MLS
· Complete an Interim Certification
· Enter in Household Records, Head of Household Detail Screen the code word “Voucher SSHP” in [Country] field
· Enter new Section 8 rent amount as a “Manual Override”
6. These are “non-portable” tenant-based vouchers.  All regulations pertaining to the tenant use of vouchers apply with the exception that they cannot be ported out of SSHP.

E. ANNUAL HQS INSPECTION AND RECERTIFICATION
1. An annual Section 8 HQS Inspection and ALL income recertifications for SSHP Housing Choice Voucher holders will be conducted by Section 8 staff.  The Section 8 Certification Specialist will mail via interoffice mail all landlord documents to the appropriate SSHP staff.

2. At the same time, the Section 8 Certification Specialist will schedule with the resident and SSHP staff the annual Section 8 Housing Quality Standards (HQS) inspection.  The annual Section 8 HQS will be scheduled by the Inspection Team within the same time frame.

3. Upon passing the HQS inspection and completion of the income review, the Section 8 Certification Specialist will send an SHA-581 – Lease Amendment, notify the resident and the SSHP staff, at least 30 days prior to the effective date of the resident’s rent contribution and the new HAP amount and will send the SSHP staff a copy of the rent calculations.

4. The SSHP staff will create a Recertification record in MLS - Non Federal, using the household and income information used by Section 8.  The resident rent will be manually adjusted to the rent calculated by Section 8.

5. Retroactive adjustments may be required.  Refunds will be issued by Section 8 directly to the resident.

F. INTERIM RECERTIFICATION

1. The resident can request an interim recertification by contacting their Section 8 Certification Specialist, for:  a change in family composition; a reduction of income; or move to a new unit.  All paperwork is due by the 10th of the month for an effective date of the next month.  Any adjustment to rent will be for the remainder of the recertification period.

2. Upon completion of the interim review, the Section 8 Certification Specialist will send an SHA-581 – Lease Amendment, notify the resident and the SSHP staff of the tenant’s rent contribution and the new HAP amount and will send the SSHP staff a copy of the rent calculations.

3. The SSHP staff will create an Interim record in MLS – Non Federal, using the household and income information used by Section 8.  The resident rent will be manually adjusted to the rent calculated by Section 8.

4. Retroactive adjustments may be required.  Refunds will be issued by Section 8 directly to the resident.

E. TERMINATION OF ASSISTANCE
1. Over Income

a. If at the time of the resident’s Annual Recertification, the resident’s income rises to a level that causes the tenant paid portion of rent to equal the HAP, assistance will be terminated and an Over Income Notice will be sent by Section 8 to the resident and SSHP.  

b. Upon termination of assistance, the resident will be responsible for the full contract rent until the time an interim recertification can be completed to recalculate the rent using the SSHP Rent Policy. The APM, once notified of the termination of assistance, will schedule an interim recertification appointment with the resident as soon as possible.

c. The resident will have a six (6) month grace period to allow for any change in income that would result in the reinstatement of the assistance. If this occurs, the resident would complete an Interim Recertification with Section 8 and Section 8 would send an SHA-581 – Lease Amendment to the resident and Senior Property Manager.  

2. Non-compliance

a. If the resident fails to comply with the terms of the Housing Choice Voucher Program rules, assistance may be terminated.  The Senior Property Manager will receive a 30-day, Pre-Termination Letter from Section 8, when a resident’s assistance is at risk of termination.  

b. Section 8 rules provide for a grievance hearing.  No actions will be taken to terminate the assistance if the resident initiates the grievance process. SSHP will continue to receive a HAP payment on that unit until the actual termination of assistance.

c. A Termination of Contract letter will be sent to the Senior Property Manager notifying SSHP of the termination of assistance.  

d. Upon the termination of assistance, the resident will be responsible for the full contract rent until the time an interim recertification can be completed to recalculate the rent using the SSHP Rent Policy. The APM will contact the resident to schedule an appointment as soon as possible. 

e. Staff must remove the “Voucher” code in MLS when assistance is terminated.

In MLS
· Delete in Household Records, Head of Household Detail Screen “Voucher SSHP” code in [Country] field

3. Vacate

a. If an SSHP-Section 8 resident vacates, the APM will notify the Section 8 Certification Specialist by email. Section 8 will send a Termination of Assistance letter to the Senior Property Manager. SSHP will continue to receive a HAP payment on that unit until the end of the month or 15 days from the date of vacate, whichever is later.

F. LEASE CHANGES
1. Residents must be approved for a lease change by both Section 8 and SSHP management.

2. If the resident requests the approval for a live-in aide, paperwork must be provided to both Section 8 and SSHP management.  By Section 8 rules, the resident may not be eligible to move to a 2-bedroom unit if the term of the dwelling lease has not yet expired.  Staff shall refer to the Section 8 Administrative Plan.
G. TRANSFERS
1. If the resident is approved for a transfer by SSHP management, at the time a unit is offered and accepted by the resident, staff shall notify the Section 8 Issuance Supervisor and Certification Specialist with the name of the resident, the resident’s current unit and new unit number.   Staff shall give the resident a MWCA Packet and Steps for Leasing a Unit Packet.  Both packets need to be completed, marked as SSHP and returned to the Section 8 Issuance Supervisor.  

a. The packets should contain the following:

b. Personal Declaration form to be completed by resident

c. Release of Information form to be completed by resident

d. Income and Asset verification

e. Medical expenses verification

f. Request for Tenancy Approval (RFTA) to be completed by staff and signed by resident

· #8:  enter date when unit will be available for inspection. If date unknown, notify Certification Specialist as soon as unit is available.

· #12c:  check the first box “Lead based paint disclosure requirements do not apply”

· Bottom of page 2, enter name of resident manager. 

g. Notice of intent to vacate form to be completed by resident and signed by staff

2. The process of transferring to a new unit is the same as a “new move-in”, and requires an HQS inspection and the issuance of a new Housing Choice Voucher (see section D).  The lease effective date for the new unit will be the first of the month following the issuance of the new HCV.  The HAP will continue on the old unit until the end of the month and will transfer to the new unit the first of the next month.  
3. Staff will complete a new lease for the new unit with the resident.  Following the lease appointment, staff will notify Section 8 of the move-in.  Section 8 will schedule the HQS inspection with the resident.  Only the Resident must be present at the inspection.  Management may be present if needed.
Adopted by SHA's Board of Commissioners, June 15, 2003, in Board Resolution No. 4699 which allows issuance of Housing Choice Vouchers to applicants and residents of SSHP.
Rev. 02-01-2008 Update procedures only


