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CHAPTER 1: INTRODUCTION AND POLICY

11

1.2

Introduction

It is the goal of the Boston Housing Authority (“BHA” or “the Authority”) to
make rental subsidies accessible so interested and eligible families can
afford safe, decent, and sanitary housing; to provide these housing
services with integrity and mutual accountability; and create housing
situations which will serve as catalysts for the transformation from
dependence to economic self-sufficiency.

This Administrative Plan describes Admission, Participation, and Termination
policies by which the BHA determine eligibility, selects prospective Participants,
approves Apartments and Owners, determines rents, and terminates subsidies,
in a fair and non-discriminatory manner.

This Administrative Plan applies to all programs funded by the Housing Choice
Voucher Program (“HCVP”) Annual Contributions Contract, and including Family
Self-Sufficiency (“FSS”), Homeownership, Mainstream, and the Project-Based
Voucher (“PBV”) and Certificate programs, Designated Housing Vouchers,
Enhanced Vouchers, and Relocation Vouchers. Appendix A of this
Administrative Plan covers the Moderate Rehabilitation Program. The Moderate
Rehabilitation Administrative Plan, Appendix A, frequently references Sections
within the main document and commonly refers to this Administrative Plan as the
“‘HCVP Administrative Plan”.

Statement of Nondiscrimination

1.2.1 Compliance with Federal and State Laws
It is the policy of the BHA to comply fully with existing federal and State
laws? protecting the individual rights of Applicants, Participants, or staff,
as well as any laws subsequently enacted.

1.2.2 Civil Rights and Fair Housing
The BHA does not discriminate because of race, color, sex, sexual
orientation, religion, age, handicap, disability, national origin, ethnicity,

familial status or marital status, in the leasing of Apartments in connection
with the HCVP.?

1 Title VI of the Civil Rights Act of 1964 and the implementing regulations at 24 C.F.R. part 1; Title
VIII of the Civil Rights Act of 1968 (as amended by the Fair Housing Amendment Act of 1988);
Executive Order 11063 on Equal Opportunity in Housing and the implementing regulations at 24
C.F.R. part 107; Section 504 of the Rehabilitation Act of 1973 and the implementing regulations
at 24 C.F.R. part 8; the Age Discrimination Act of 1975 and the implementing regulations at 24
C.F.R. part 146; and the implementing regulations at 24 C.F.R. parts 100,108,110, and 121. Title
Il of the Americans with Disabilities Act and the implementing regulations at 28 C.F.R. part 35 and
M.G.L. Chapter 151B.

2 See M.G.L. Chapter. 151B, § 4 and 42 U.S.C. § 3601
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The BHA shall not, because of race, color, sex, sexual orientation,
religion, ethnicity, age, handicap, disability, national origin, familial status,
or marital status:

(a) Deny to any Family the opportunity to apply for housing, or deny
to any qualified Applicant the opportunity to lease housing suitable
to his/her needs;

(b) Provide housing which is different from that provided to others
except as required or permitted by law and in accordance with this
Administrative Plan;

(© Subject any person to segregation or disparate treatment;

(d) Restrict a person's access to any benefit enjoyed by others in
connection with a program covered by this Administrative Plan;

(e) Treat a person differently in determining eligibility or other
requirements for Admission except in accordance with this plan;

) Deny a person access to the same level of services available to
other similarly situated individuals; or

(9) Deny a person the opportunity to participate in the Resident
Advisory Board (“RAB”) or any similar successor group that is an
integral part of programs covered by this Administrative Plan.

1.2.3 Fair Admissions

The BHA shall not automatically deny Admission to a particular group or
category of otherwise eligible Applicants (e.g., Households that have a
Head of Household or Co-Head of Household who is a Disabled Person).

Each Applicant in a particular group or category must be treated on an
individual basis in the eligibility procedure set forth in this plan.

1.2.4 Reasonable Accommodation

The BHA shall change or modify its policies or procedures as a
Reasonable Accommodation for a Disabled Person where it is necessary
to provide that person with an equal opportunity to use and enjoy
programs covered by this Administrative Plan and BHA facilities, policies,
and procedures. The BHA will make Reasonable Accommodations in
accordance with the BHA’'s Reasonable Accommodation in Rental
Assistance Policies and Procedures (“RARAPP”).

1.2.5 Domestic Violence
It is the policy of BHA to assist victims of Domestic Violence, Dating

Violence,Stalking, or Sexual Assault who are otherwise eligible for the
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HCVP, to access and retain safe and affordable housing. The BHA
follows the provisions listed below and those in the BHA Violence Against
Women Act (“VAWA”) Policy when considering the denial or termination
of assistance of a victim of Domestic Violence, Dating Violence,Stalking,
or Sexual Assault. See also BHA VAWA Policy.

(@) That an Applicant or Participant is or has been a victim of
Domestic Violence, Dating Violence,Stalking, or Sexual Assault is
not an appropriate basis for denial of program assistance or for
denial of admission, if the Applicant otherwise qualifies for
assistance in accordance with this plan.

(b) An incident or incidents of actual or threatened Domestic
Violence, Dating Violence,Stalking, or Sexual Assault will not be
construed as a serious or repeated violation of the Lease by the
victim or threatened victim of that violence and shall not be good
cause for terminating the assistance, tenancy, or occupancy rights
of the victim of such violence.

(© Criminal Activity directly relating to Domestic Violence, Dating
Violence, Stalking, or Sexual Assault engaged in by a member of
a tenant’s household or any guest or another person under the
household member’s control shall not be cause for termination of
assistance, tenancy or occupancy rights if the tenant or an
immediate member of the tenant’s Family is the victim, or
threatened victim of that Domestic Violence, Dating Violence,
Stalking, or Sexual Assault.

0] Notwithstanding clause (c), an Owner may bifurcate a
Lease under this section, in order to evict, remove or
terminate assistance to any individual who is a tenant or a
lawful occupant and who engages in criminal acts of
physical violence against family members or others,
without evicting, removing, terminating the assistance to,
or otherwise penalizing the victim of such violence who is
also a tenant or lawful occupant.

(ii) Nothing in clause (c) may be construed to limit the
authority of the BHA or the Owner, when notified, to honor
court orders addressing rights of access to or control of the
property, including civil protection orders issued to protect
the victim and issued to address the distribution or
possession of property among the Household members
where there is a Family Break-up. See also Section 11.7,
Family Break-up Policy.

(iii) Nothing in clause (c) limits any otherwise available
authority of an Owner to evict or the BHA to terminate
assistance to a tenant for any violation of a Lease not
premised on the act or acts of violence in question against
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the tenant or a member of the tenant’s household,
provided the Owner does not subject an individual who is
or has been a victim of Domestic Violence, Dating
Violence,Stalking, or Sexual Assault to a more demanding
standard than other tenants in determining whether to evict
or terminate.

(iv) Nothing in clause (c) may be construed to limit the
authority of an Owner or BHA to evict or terminate the
assistance of any tenant or lawful occupant if the Owner or
BHA can demonstrate an actual or imminent threat to other
tenants or those employed at providing service to the
property if that tenant is not evicted or the program
assistance is terminated.

(d) Verification of Status as a Victim of Domestic Violence.

When a Family member seeks to avoid an adverse decision by
the BHA on the grounds of being the victim of Domestic Violence,
Dating Violence, Stalking, or Sexual Assault the BHA will require
verification of the claimed incident or incidents. The BHA will
request this verification in writing Verification must provided within
14 business days (i.e., 14 calendar days, excluding Saturdays,
Sundays, and federally-recognized holidays) after receipt of the
request 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. 14 day period
may be extended for good cause.

The following documentation will be accepted for purposes of
such verification:

0] A HUD-approved form;(ii) Documentation signed and
attested under penalty of perjury by an employee, agent,
or volunteer of a victim service provider, an attorney, or a
medical professional, from whom the victim has sought
assistance in addressing the Domestic Violence, Dating
Violence Stalking, or Sexual Assault, or the effects of the
abuse, described in such documentation; or

(iii) A Federal, State, tribal, territorial, or local police or court
record describing the incident or incidents in question.

(iv) Other forms of verification as deemed acceptable by the
BHA.

13 Accessibility and Plain Language

1.3.1 Accessible Facilities and Programs
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1.3.2

1.3.3

1.3.4

Except as otherwise provided, no Disabled Person shall be denied the
benefits of, excluded from participation in, or otherwise subjected to
discrimination because the BHA'’s facilities or programs are inaccessible
to a person with a disability.®

Plain Language Paperwork

Documents intended for use by Applicants/Participants will be presented
in accessible formats for those with vision or hearing impairments and
they will be written simply and clearly to enable Applicants/Participants
with learning or cognitive disabilities to understand as much as possible.
Requests for accommodation with respect to BHA documents that may
be required in an alternative format should be made to the Authority’s
Telecommunications Device for the Deaf (“TDD”) phone number,
Teletypewriter (“TTY”) phone number, Office of Civil Rights, Occupancy
Department, Leased Housing Division, or the Housing Service Center.

Forms of Communication other than Plain Language Paperwork

At the point of initial contact, BHA staff shall ask all
Applicants/Participants whether they need some form of communication
other than plain language paperwork. Some alternatives might include:
sign language interpretation, having materials explained orally by staff,
either in person or by phone, large type materials, information on tape,
and having someone (friend, relative or advocate) accompany the
Applicant/Participant to receive, interpret and explain housing materials.
The BHA will pay for sign language interpreters for the hearing impaired.
The BHA is not required to provide individually prescribed devices or
readers for personal use or study.*

English Language Ability

If an Applicant/Participant can not understand or read English, BHA staff
will read and explain documents that they would normally hand to the
Applicant/Participant to be read or filled out. An Applicant/Participant who
cannot read or understand English may need to be provided with an
interpreter who can explain any policies or procedures. The BHA will take
reasonable steps to assure meaningful access by persons with limited
English ability. Such steps will include translation of common written
materials into those languages frequently spoken by
Applicants/Participants.

31d.

4See 24 C.F.R. § 8.6(a)(1)
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CHAPTER 2: ADVERTISING AND OUTREACH

2.1

Advertising and Outreach

211

2.1.2

2.13

Marketing Policy

It is the policy of the BHA to conduct advertising and outreach as needed
to maintain an adequate application pool. As necessary, the BHA will
inform present and potential Owners about the various programs through
appropriate media channels. In its marketing efforts, it is the policy of the
BHA to comply fully with existing Federal and State laws protecting the
individual rights of Applicants, Participants, or staff as well as any laws
subsequently enacted.®

The BHA will undertake marketing efforts whenever there is a need to do
so in order to address: changes required as a result of legislative or
regulatory requirements; fair housing needs; deconcentration; an
insufficient pool of Applicants; or any other factor which may require
marketing efforts to further HCVP and BHA goals. The BHA shall assess
these factors at least annually as part of its Agency Plan in order to
determine the need and scope of the marketing effort.

Marketing Purposes.

@) To encourage participation and educate Owners of suitable units,
especially those located outside of areas of low income or Minority
concentration.®

(b) To inform real estate organizations and groups of interested
property Owners about the HCVP Program and its many benefits.

(© To maintain an adequate pool of Applicants.

Marketing Requirements
The following requirements apply to BHA marketing efforts:

@) Fair Housing. Materials must comply with the Fair Housing Act
requirements with respect to wording, logo, size of type, etc. All
applicants will be provided information on how to file a fair housing
complaint. This information will include the provision of the toll-free
number for the Fair Housing Complaint Hotline (currently 1-800-
669-9777 or TTY: 800-887-8339 for persons with hearing or
speech impairments.)

5 See also section 1.2 of this Administrative Plan— “Statement of Nondiscrimination” and all
subsections
6 See 24 C.F.R. § 982.54(d)(6)
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(b) Accurate Descriptions. Materials shall accurately describe each
program, its application process, waiting list, estimated wait time,
and Priority and Preference structure.

(© Plain Language. Marketing materials shall be in “plain language”.
The BHA shall make an effort to use print media, videos and multi-
media in a variety of languages.

(d) Eligibility. Marketing materials will be clear to Applicants and
Applicant families, including those with physical and/or mental
disabilities.

(e) Reasonable Accommodations. Marketing materials will include
notice of the BHA responsibility to provide Reasonable
Accommodations for Disabled Persons if required because of
disability.

2.1.4 Affirmative Marketing

The BHA shall undertake appropriate affirmative fair marketing efforts
whenever the Authority identifies a need to augment the number of
Applicants on any of its waiting lists.

@) Print Media. As necessary, the BHA will utilize regional
publications to conduct outreach to accomplish goals and to
facilitate outreach to those groups identified under section 2.1.2.
The publications that the BHA will use include, but are not limited

to:

Newspaper Street Town Zip

Allston-Brighton TAB PO Box 9113 Needham 02492

Back Bay Courant 294 Washington St., Boston 02108
Suite 429

Banker and Tradesman 280 Summer Street Boston 02210

Bay State Banner 68 Fargo Street, 8" FI  Boston 02210

Bay Windows 631 Tremont Street Boston 02118

Beacon Hill Times 25 Myrtle Street Boston 02114

Boston Business Journal 200 High Street Boston 02110

Boston City Paper 492 E. Broadway South Boston 02127

Boston Haitian Reporter 150 Mt. Vernon St., Dorchester 02125
Suite 120
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Boston Irish Reporter 150 Mt. Vernon St., Dorchester 02125

Suite 120
Boston Seaport 256 Marginal Street East Boston 02128
Journal/Travel N.E.
Boston TAB PO Box 9113 Needham 02492
Carriage News (Taxi News) PO Box 326 South Boston 02127
Charlestown Patriot 1 Thompson Square Charlestown 02129
Dorchester Argus Citizen PO Box 6 South Boston 02127
Dorchester Community 1454 Dorchester Ave.  Dorchester 02122
News
Dorchester Reporter 150 Mt. Vernon St., Dorchester 02125
Suite 120
East Boston Sun Journal PO Box 9103 Revere 02151
Transcript
East Boston Times 40 William Kelly Square East Boston 02128
El Mundo 408 South Huntington ~ Boston 02130
Avenue
El Universal 1736 Washington Street Boston 02118
Fenway News PO Box 230307 Astor  Boston 02123
Station
Hyde Park Bulletin 11 Fairmont Avenue Hyde Park 02136
Hyde Park Tribune/JP 1261 Hyde Park Ave Hyde Park 02136
Citizen
In Newsweekly 450 Harrison Ave Boston 02116
Independent Newspapers 385 Broadway, Suite Revere 02151
105
Jamaica Plain PO Box 1139, 7 Harris Jamaica 02130
Gazette/MHGazette Ave Plain
Jewish Advocate 15 School Street Boston 02108
La Semana 911 Massachusetts Ave. Boston 02118
Metro Newspaper 354 Congress Street Boston 02210
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Parents Paper 670 Center Street Jamaica
Plain
Parkway/W. Roxbury PO Box 9113 Needham
Transcript
People's Voice PO Box 940, 554 Dorchester
Washington
Post Gazette (North End) PO Box 130135, 5 Boston
Prince St
Regional Review (North PO Box 1187 Saugus
End)
Sampan 200 Tremont Street Boston
Sing Tao 130 Lincoln St Boston
South Boston Online 490 Broadway South Boston
South Boston Tribune PO Box 6 South Boston
South End News 631 Tremont Street Boston
Spare Change 1151 Massachusetts Cambridge
Avenue
Wade Publications, LTD PO Box 400811 N.
Cambridge
West Roxbury Bulletin 1842 Center Street West
Roxbury
West Roxbury Transcript PO Box 9113 Needham
World Journal 75 Kneeland Street Boston

2.1.5 Encouraging Participation in Areas of Low Poverty Concentration

The Boston Fair Housing Commission administers the MetroList Program.
MetroList is a rental listing service that provides Applicants/Participants
with access to information about rental housing throughout the
Metropolitan Boston area. Many Owners and managers throughout the
Boston area are required to list new and recently vacated units with
MetroList. In addition, private Owners and property management
companies are encouraged to list available units with MetroList on a
regular basis. MetroList places the listings in a computer database.
Furthermore, counselors are available at MetroList to assist
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Applicants/Participants in filling out applications and communicating with
Owners and building managers.

The BHA encourages Owners to advertise with MetroList through the use
of informational seminars and outreach workshops. These workshops
also provide information on federal, State, and city programs that provide
financial assistance for improvements and repairs. MetroList receives
listings from a number of communities, many of which are in areas of low
poverty concentration. The BHA also refers Participants to the MetroList.

The BHA has prepared maps that show various areas with housing
opportunities outside areas of poverty or Minority concentration. The BHA
has also assembled information about the characteristics of those areas
that may include information about job opportunities, schools,
transportation and other services in these areas. The BHA will use the
maps and area characteristics information when briefing Voucher Holders
about the full range of areas where they may look for housing.
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CHAPTER 3: APPLICATIONS AND ADMISSION

3.1

3.2

Applications and Processing

3.1.1

3.1.2

3.1.3

Application Forms

Preliminary application forms are available at the BHA’s Central Office,
located at 52 Chauncy Street, Boston, in its John F. Murphy Housing
Service Center, located at 56 Chauncy Street, Boston, and at other
locations, as determined by the BHA. Applications may also be available
by mail and may be downloaded from the BHA’s web-site at
www.bostonhousing.org. A preliminary application will be accepted
from anyone who wishes to apply, if the waiting list for the program they
want to apply to is open. The BHA will only accept applications by mail or
hand delivery. The BHA will not accept applications by fax or email.

Processing and Maintenance

It is the BHA's policy to accept, process, and maintain applications in
accordance with applicable BHA policy and federal regulations. The BHA
will notify the Applicant upon receipt of an application whether the BHA is
ordering its Waiting list by random or by a chronological a selection
approach. See section 3.2.4. An Applicant shall be given a date and time
stamped receipt that informs the Applicant of his/her responsibility to
notify the BHA of any change of address or Family Composition and to
respond to application update requests sent to them. Failure to update
the BHA may result in removal of the application from the waiting list. See
section 3.2.5

Assignment of Application Client Control Number

Each Application will be assigned a client control number when
completed and received by the BHA.

Waiting List Administration

3.21

Generally

The BHA must select Participants from a BHA waiting list, unless they are
Special Admissions. See section 3.4. The BHA will maintain a single
waiting list for its HCVP tenant-based assistance program. The BHA will
also maintain separate, site-based, waiting lists for each development in
its Project-Based Voucher program. An Applicant who meets the
preliminary qualifications may add their name to any or all waiting lists.
Each waiting list must contain the following information about each
Applicant:

(a) Applicant name;
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(b)

(c)
(d)
(€)
(f)
(9)

Family Composition (to determine the number of bedrooms the
Family qualifies for under the BHA Subsidy Standards described
in section 5.4.3);

Whether the Family has any Elderly or Disabled members;

Date and time of application;

Racial and ethnic designation of each Family member;

Client Control Number (see section 3.1.3); and

Any approved Preference or Priority (see section 3.3).

3.2.2 Opening and Closing the Waiting List

(@)

(b)

Opening the Waiting List. The BHA will give at least two weeks
advance public notice that a Family may apply for housing
assistance before opening the waiting list. The notice must state
where and when a Family should apply. The notice shall also state
any limitations on the criteria for the type of Family that may apply.
The notice shall be circulated in a local newspaper of general
circulation, by minority media, and any other means that the BHA
finds suitable. The notice shall also state the time limitation of the
application period. Once a waiting list is open, the BHA must
accept applications from a Family for whom the waiting list is
open. Any opening of the waiting list will be publicized in
accordance with the Marketing and Outreach requirements
described in Chapter 2 of this Administrative Plan.

If the waiting list is open for special programs it will only be open
for the purpose of accepting applications for the special programs.

Closing a Waiting List. The BHA may close a waiting list anytime
that the BHA determines that the Applicant pool is large enough to
fill the estimated amount of available Vouchers for the next twelve
(12) months. The BHA may close an entire waiting list or close
only a portion, keeping part of the waiting list open to a certain
Priority, or for any special programs.

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

3.2.3 Updating the Waiting List

The BHA will update its waiting list periodically. The BHA will perform
waiting list updates by removing, in accordance with section 3.2.5, the
name of any Applicant:

(a)

Who is no longer interested; OR
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(b) No longer qualifies for housing; OR

(© Cannot be reached by mail sent to address provided by the
Applicant (i.e., mail is returned to the BHA by the post office).

3.2.4 Selection Methods

Regardless of the selection method that the BHA uses, each application
will be assigned an application client control number as described in
section 3.1.3.

(a) Lottery or Random Selection Approach. The BHA may order its
waiting list based on a random selection method. Once the
application period is over and all applications are submitted, the
BHA will randomly order the applications on its waiting list.

8} Limitation on number of applications submitted. If the BHA
believes it will receive far more Applicants than it will be
able to assist within a reasonable period, then the BHA will
make selection rules in advance to limit the number of
applications placed on the waiting list. When the
application deadline passes, the BHA will randomly select
the previously determined number of applications from a
pool of all applications submitted. The BHA will then
randomly order the selected applications on the waiting list.

(b) Chronological Selection Approach. The BHA may order a
waiting list based on the date and time the application is received.
The BHA will assign a chronological application client control
number and date and time stamp the application when the
Applicant completes the application at a BHA application-taking
location.

3.2.5 Removal of an Application from Waiting Lists

An Applicant may appeal the BHA’s decision to remove their application
from a waiting list by requesting an informal review. A request for an
appeal must be made in writing and must be received by the BHA within
twenty (20) calendar days of the date of the notice removing the Applicant
from the waiting list. The BHA will hold the files of Applicants removed
from any waiting list for three (3) years.

An Applicant will be removed from the waiting lists of all programs they
have selected by using the following procedure:

(a) Withdrawal of an Application. The circumstances that result in
the withdrawal of an Applicant's name from any or all waiting lists
include:
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(1)

(2)

(3)

(4)

(5)

(6)

The Applicant requests in writing that his/her name be
removed; OR

The BHA has made reasonable efforts to contact the
Applicant to determine continued interest or to schedule an
interview, but has been unsuccessful in reaching the
Applicant. A reasonable effort to contact the Applicant shall
include, but not be limited to, properly addressed
correspondence mailed (or sent by other methods
designated by an Applicant who is a Disabled Person) to
the latest address provided by the Applicant in writing that
is returned by the U.S. Postal Service; OR

If an Applicant fails to keep an appointment and fails to
notify the BHA, within ten (10) days after the date of the
appointment, of his/her inability to keep an appointment, or
the Applicant fails to supply documentation to the BHA in
accordance with section 5.3.2(d); OR

Being Denied Assistance (see Chapter 6: Denial of
Voucher and Applicant Appeals).

Note: If an Applicant is otherwise eligible for the tenant-
based HCVP but is denied assistance for a specific
project-based program because the Applicant does not
meet the specific requirements for a supportive services
program, the Applicant will retain their position on the
tenant-based HCVP waiting list.

An Eligible Applicant on a PBYV site based waitng list will
receive an offer of an apartment of appropriate size at a
PBV or Mod Rehab site of choice. Failure to accept the
housing offer will result in withdrawal from the PBV and
Mod Rehab waiting list(s).

The Applicant will lose any approved Priority and/or
Preference. Furthermore, the Applicant will only be eligible
to re-apply after one (1)year from the date of the most
recent PBV or Mod Rehab unit rejection

Withdrawal Upon Becoming Housed

0] When an Applicant becomes housed, the BHA will
withdraw the Applicant from all BHA waiting lists for
which the Applicant no longer qualifies for as a
result of becoming housed.

(b) Consideration of Circumstances Leading to Withdrawal The
BHA will consider a Mitigating Circumstance in determining
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whether the Application should be withdrawn as described above
in section 3.2.5(a). Such mitigating circumstances could include a
health problem, a lack of transportation, or Domestic Violence,
Dating Violence,Stalking, or Sexual Assault that affected the
Applicant’s ability to comply with the BHA’s requirements or
prevented the BHA from contacting the Applicant. The Authority
will also consider a Reasonable Accommodation that may be
necessary for an Applicant who is a Disabled Person to keep an
appointment or provide information. Consideration of a Mitigating
Circumstance does not relieve the Applicant of the responsibility
to provide required information or notify the BHA in writing.

(© Notice of Withdrawal or Ineligibility. The BHA will send a written
notice to an Applicant who is removed from a waiting list. The
notice will:

(1) Inform the Applicant of the reasons for being withdrawn
from the waiting list or being determined Ineligible;

(2)  Advise the Applicant of the right to dispute the BHA
determination of ineligibility or withdrawal by requesting an
informal review within twenty (20) calendar days of the date
of the notice. A request for an informal review must be in
writing and must state the reason(s) for the request;

(3)  Advise the Applicant that if s/he has a Disability, or is a
victim of Domestic Violence, Dating Violence,Stalking, or
Sexual Assault not previously disclosed, that the disclosure
of such condition or situation would initiate the
consideration of Mitigating Circumstances and/or
Reasonable Accommodation;

(4)  Advise the Applicant of the right to contest criminal record
information in accordance with federal law if that is a basis
for determination of ineligibility;

(5) Provide a description of BHA’s informal review process and
advise the Applicant that s/he has a right to be represented
by an attorney or other individual at the informal review, to
review the contents of their file in advance of the hearing, to
submit additional documentation and evidence at the
hearing, and to request a Reasonable Accommodation.

3.2.6 Conversion of Project-Based to Tenant-Based Voucher

Upon completion of one year in the Project Based Voucher (“PBV”)
program, a Participant in good standing may choose to select a tenant-
based Voucher. If a Voucher is not immediately available, an eligible
PBV Participant will be placed on a waiting list by date and time of tenant-
based Voucher request. As soon as a tenant-based Voucher becomes
available, the BHA will grant the tenant-based Voucher to the eligible PBV
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Participants who has requested a tenant-based Voucher by date and time
of request. An eligible Participant who has completed one year in the PBV
program shall be granted a tenant-based Voucher before any Applicant
on a waiting list is granted a Voucher.

3.2.7 Applicant Family Break-up

A Family Break-Up occurs when a Head, Co-head of household, or other
adult family member will no longer reside together and there is a dispute
as to who will retain the Application. A Family Break-Up situation may
occur in instances including but not limited to: divorce, separation, or
protective order. When a Family Break-Up occurs, the Application does
not necessarily remain with the Head of Household.

When the BHA receives notice that a Family has broken up or will
imminently break-up, the BHA will make the determination of which adult
Family member shall retain the Application using the criteria and the
procedure provided below. If the application is split between one or more
adult Family members, each new Family must qualify for Priority and
Preference as required to remain on the waiting list and may not rely on
the Priority and Preference of the previously unified Family.

@) Court Determination.

If a court has determined the disposition of the Family's
Application subsidy in a divorce or separation under a court order
or court approved settlement (provided that no provision is against
State or Federal Housing regulations), the BHA is bound by the
court's determination as to which Household Member(s) will
continue with the Application. Such a determination cannot be
appealed through the BHA review process, as it is the court’s
determination, and not the BHA’s determination that governs.

(b) BHA Determination
When there is no court determination, the BHA shall determine:

D Which adult Household Member will continue with the
Application; OR

2) If multiple adult Family members are to be granted
separate Applications where all adult Family members
meet Priority and Preference requirements to remain on
the waiting list.

In making this determination, the BHA shall consider the interests
of all Household Members. The BHA will use its discretion to
decide which adult Household Member(s) will keep the Application
by taking into account the following factors:
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0] The interests of any minor children, physical custody;

(i) The interests of any ill, Elderly or Disabled Persons who
are family members;

(iii) Whether family members fled because of actual or
threatened violence by a head or/and co-head (The BHA
will take this factor into consideration regardless of whether
the individuals who have fled and were recorded
household members on the Application are the victims or
the perpetrators);

(iv) The amount of time since the Household Member(s)
was/were added to the Family Composition. The BHA will
consider this factor, on a case by case basis, the
circumstances surrounding a Household Member’s being
added or not having been added to the Household.

(v) Any temporary or permanent restraining or protective
orders.

(c) Notice of Proposed Disposition of Application

When the BHA receives notice that a Family has broken up or will
imminently break-up, the BHA will make an initial determination
under section (b) regarding which Household Member shall retain
the Application or if multiple Family members will have right to
retain separate Applications. A notice shall be sent to any and all
addresses identified by such adults, and not solely to the last
address for the Head of Household. The notice shall describe
what factors BHA utilized in arriving at its decision. The notice
shall also state that all adult Family Members have twenty (20)
days to request a review of the decision.

(d) Right to Informal Review of BHA’s Initial Determination

If the Head or Co-head (or another adult as described in section
(f) disagrees with the BHA’s determination regarding which
person(s) shall retain the Application, that person may request an
informal review of the determination. The request for an informal
review must be made in writing and submitted to the BHA
Occupancy Department, 52 Chauncy Street, 3™ floor, Boston, MA
02111, within twenty (20) days of the date of the BHA’s notice.

(e) Procedure for Informal Review

If the Head, Co-Head, or another adult as described in section (f)
requests an informal review disputing the BHA’s Family Break-Up
determination, the BHA Occupancy Department shall conduct a
review. The Head and co-Head (and other adults as may be
required by section (f)) shall be given notice of the review date.
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The review will be conducted by a person who did not make, or is
not the subordinate of the person who made the initial
determination. The person requesting the review shall have the
right to examine the documents relevant to the BHA’s
determination. The BHA will redact any information, including
addresses where applicable, which could compromise the safety
of any person. The BHA may alter its usual review procedure and
rules, consistent with applicable law, to assure the safety of all
individuals who may be participating in the proceeding.

The person conducting the review shall issue a written decision
within thirty (30) days from the review date. The decision shall be
sent to all adult Household Members (and other adults as may be
required by section (f)).

() Procedure Where there is a Family Break-Up and Adults Who
Are Not Currently Household Members Advance a Claim on
Behalf of Minor or Incapacitated Household Members

Where:

8} There has been a Family Break-Up with one or more
remaining Minor Household Members and no remaining
Co-Head. The result of the Break-up was due to reasons
included but not limited to death, incarceration, or
incapacitation of the Head; AND one or more adults who
are not currently Household Members advance a claim that
they wish to become the Head of Household on behalf of
one or more remaining Minor or incapacitated Household
Members; AND there is a dispute about who should
become the Head of Household, the BHA shall determine
which such claimant shall take over the Application using
the criteria under section (b) above.

2) In the event the remaining Household Member(s) is an
incapacitated Adult who is unable to fulfill the Family
obligations, the proposed Applicant must be an adult who
has been appointed either a temporary or permanent
guardianship, and is willing to assume the obligations and
responsibilities as Head of Household.

(3) Any adult granted the Application is subject to fulfill all
preliminary and final eligibility requirements governed by
this Administrative Plan or it successor.

(9) Any adult granted the Application is subject to fulfill all

preliminary and final eligibility requirements governed by this
Administrative Plan or its successor.

3.3 Priority and Preference Admissions
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The following system of Priorities and/or Preferences will be used for new
admissions.

Process Overview:

A third party must verify all requests for Priority Status. Information shall be
submitted on certificates of Priority Status and/or another form of written
verification from a reliable third party as determined by the BHA. All requests for
Priority status will be reviewed prior to the determination of Eligibility.

During the review of documents submitted for Priority status, it may be necessary
to obtain additional documentation in order to complete the review. In this case,
the Occupancy Department will send (or give) the Applicant a notice detailing the
information still needed to complete the review for Priority status and the
submission deadline.

Applicants who do not qualify for Priority status based on a review of the
documents submitted are sent (or given) a notice detailing the specific reason(s)
for the denial of Priority. This notice informs Applicants of their right to appeal
the denial of Priority status through the informal hea