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DRAFT

Section D.3…… Tenant Selection Plan
ENCLOSURES:
Santa Clara County Income Limits
MHSA Housing Program Application Form
MHSA Housing Program Tenant Certification Form 

Consent to Release Confidential Health Information Form

REFERENCE:
California Welfare and Institutions Code

MHD Policies and Procedures, #222 (“Client Problem Resolution Process”)

PROCEDURES:
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Applicant
	Tenant Eligibility Factors:

1. Qualified tenants must meet the requirements established by the Mental Health Services Act Housing Program.  Individuals must be:

a) “Seriously mentally ill”:

· Low income older adults with serious mental illness as defined in California Welfare and Institutions Code 5600.3(b)(1); and

· Who, at the time of assessment for housing services, meet the criteria for MHSA services in their county of residence.

b) “Homeless,” which means living on the streets, or lacking a fixed, regular, and adequate nighttime residence. (This includes shelters, motels and living situations in which the individual has no tenant rights.)

c) Or “at risk of homelessness,” which includes:

· Individuals discharged from institutional settings including:

· Hospitals, including acute psychiatric hospitals, psychiatric health facilities (PHF), skilled nursing facilities (SNF) with a certified special treatment program for the mentally disordered (STP), and mental health rehabilitation centers (MHRC)

· Crisis and transitional residential settings

· Individuals released from local city or county jails

· Individuals temporarily placed in residential care facilities upon discharge from one of the institutional settings cited above

· Individuals who have been assessed and are receiving services at the county mental health department and who have been deemed to be at imminent risk of homelessness, as certified by the county mental health director.

2. Qualified tenants must have a household income below 30% of the current Area Median Income for a given household size (See Attachment A). Once the tenant has taken possession of the unit, their income may increase and become sub​ject to tax credit and other regulatory limitations and their rent may also be raised to the maximum allowable rent.  When an MHSA house​hold income exceeds 30% of AMI, the household will be placed on the internal transfer list for the applicable new income level (40% or 50% AMI). Once that transfer takes place, the next available unit at 30% AMI will be allocated to MHSA.  Until the transfer takes place, the household is considered MHSA even if their income exceeds 30%.
3. In addition, to be qualified, tenants must meet all of the following Santa Clara County requirements: 

a) Be “mid-level users” of services at clinics/contract agencies, that is seriously mentally ill clients who do not currently need 24-hour, institutional care but are unable to live independently without supportive services.  These are consumers who are homeless or at risk of homeless (according to MHSA Housing Program Application) and who:

· use outpatient services and are usually dependent on such; 

· are able, with support, to manage their Activities of Daily Living and medications in an independent living situation; and

· have severely limited income or are assumed to have a continuing income deficiency for the next 12 months;

(This includes new consumers who have previously been unserved.)

b) Have left a 24-hour care setting and have demonstrated success or have completed their stay in a transitional or residential care facility and can move to permanent supportive housing as a next step in their recovery;

c) Be an older adult (62 years and above) with a mental illness as defined in the CSS Plan;

d) Be an enrolled participant in mental health services; 

e) Give willing consent to receive supportive services related to their housing while they are in MHSA-supported housing; and 

f) Be approved by the MHD staff according to criteria established by the MHD.

Note:  Staff at the clinic or contract agency will determine which consumers fulfill these criteria and refer the candidate to MHD according to the Tenant Selection Process.

Tenant Selection Assumptions: 
1. MHD staff will notify the service providers that are a part of the MHD-funded System of Care of the number of units that that are available to be filled and the time constraints associated with them.

2. MHD staff maintains waitlist of consumers who are qualified for this housing.

3. Service providers will submit to MHD the names of individuals who are potentially qualified and ready for housing, and the MHD will decide which individuals are qualified.  To do this, the service providers will fill out the MHSA Housing Program Application Form, the MHSA Housing Program Tenant Certification Form and the individual’s Consent to Release Confidential Health Information Form.
4. Once these forms are turned in, the MHD will verify that the information presented in the enclosed forms is accurate—thereby certifying that the individuals are indeed qualified for this housing—sign the MHSA Housing Program Tenant Certification Form, and inform (in writing within seven (7) business days of the receipt of the names) the appropriate service provider of the certification of its respective applicants.  If any applicants are not certified, the MHD will inform the service provider of the reason(s).  Only applicants that have been certified as eligible for MHSA housing may obtain tenancy in MHSA Housing Program-funded units.

5. MHSA certification does not take into consideration factors such as credit history, eviction history, or criminal history.  The housing provider may collect this background information after a certified applicant is referred for a particular unit.  MHSA housing providers are expected to work with MHD service providers to provide reasonable accommodations to individuals with poor tenant histories given the intention of the MHSA Housing Program.

6. A vacancy exists among the MHSA designated units.

7. The MHD will track the tenants to be housed in all MHSA designated units.  For reporting purposes, MHD staff will maintain the waitlist and the list of all MHSA tenants housed in the MHSA housing units.  MHD staff will maintain copies of all completed Consent to Release Confidential Health Information Forms, MHSA Housing Program Application Forms and a list of all certified applicants in chronological order according to the date applications were received.  This list will contain enough applicants to fill MHSA unit vacancies in a timely fashion.

8. The certification waitlist will be reviewed and updated on an ongoing basis.  To remain on the list, an applicant must remain eligible for the MHSA Housing Program, i.e., they must continue to meet all of the aforementioned eligibility criteria.  If the applicant no longer meets one or more of the eligibility criteria, the referring agency will notify MHD and the individual will be removed from the list.  The referring agency will notify the applicant in writing about any pending removal from the list and will give him/her an opportunity to appeal this decision within 10 business days.  The Referring agency will submit appeal request to MHD within 1 business day of receipt.  MHD will respond to the referring agency within the appeal decision notifi​cation period with the final decision.  The referring agency may resubmit an applicant that is removed from the list when the list reopens and the applicant meets all eligibility criteria.

9. The MHD will monitor and promote fair representation from different age and ethnic populations that are housed through this program. 

10. MHD staff will monitor both the number and placement of the units and will work with the service providers to make units available throughout the county in the most fair and equitable way possible. 

11. For a household member (spouse, significant other, friend or acquaintance) of the consumer being considered for housing), an informal agreement will be established between the consumer and the service provider indicating what will be required of the other person.  This may include some or all of the following:

a) proof of  income that approximates the level of SSI income; 

b) expression of willingness to participate in activities that will help him/her obtain income;

c) agreement to be responsible for an established portion of the rent, with the lease to be in both names; 

d) involvement in the consumer’s recovery or providing help to facilitate it and/or is willing to participate in instruction or guidance about the consumer’s mental illness;

e) volunteering in the community or is employed;

f) assuming responsibilities within the housing community, e.g., participates in or leads community meetings, helps out during planned community functions, etc.;

g) willingness to learn basic housekeeping skills;

h) siblings of school age must be in school; and

i) siblings 18 years or older must be in school or working.

Note:  If a household member or significant other is housed with a consumer, he/she must be aware that if the consumer loses the unit or leaves the program for whatever reason, the household member will be informed that the MHSA subsidy will not be available after 90 days and they will be fully responsible for the rent.  If they fail to pay the full rent, property management will take appropriate legal steps.  If domestic violence is involved, the victim of domestic violence will be allowed to transfer a lease into their sole name if the batterer leaves/is required to leave the home.
12. According to the provisions of Title VI of the Civil Rights Act of 1964 (42 USC 2000d et seq.), Title VIII of the Civil Rights Act of 1968 (42 USC 3601 et seq.), and the provisions of the Rumford Act and Unruh Act in California Law, there will be no discrimination based on race, color, religion, ancestry, sex, gender identity, national origin, age, sexual orientation, marital status, families with children, medical condition, source of income, and physical or mental disability.

13. All involved parties will comply with all applicable state and federal laws governing confidentiality of medical and health information including, but not limited to, California Welfare & Institutions Code section 5328, et seq., and the HIPAA, 45 C.F.R. parts 160 and 164.

Tenant Selection Process:

1. The MHD will communicate the availability of this housing among MHD service providers and service partners participating in the County Collaborative on Housing and Homelessness Issues.

2. Service providers submit potential candidates to the MHD.

3. MHD staff receives candidates, confirms qualified status, and places the candidates on the waitlist.

4. The MHD staff person establishes the waitlist and maintains it as follows:

a) The waitlist will be comprised of all certified qualified MHSA tenants in the chronological order in which they were certified.

b) On an as-needed basis, the MHD staff person reviews the waitlist in order to select the next applicant when a unit becomes available;

c) When the MHD staff person sees that an appropriate unit will become available, he/she contacts in writing the case manager of the next prospective tenant on the waitlist in order to take the necessary steps to get that person ready to move into his/her unit.  If that person does not want to be considered for that unit, he/she may maintain his/her place on the waitlist and be notified of the next available unit;

d) The Case Manager will guide the qualified tenant in filling out the lease documentation required for the respective housing site;

e) After the tenant moves into his/her unit, the MHD updates the waitlist appropriately; and

f) If a prospective tenant is not certified for tenancy in a specific unit, the MHD will notify the individual in writing and provide a basis for non-selection and the MHD will also notify the individual of his/her right to appeal the decision.

Compliance with Fair Housing Law:

1. All MHD staff and contractors shall adhere to this policy, whose governing laws shall include the provisions of Title VI of the Civil Rights Act of 1964 (42 USC 2000d et seq.), Title VIII of the Civil Rights Act of 1968 (42 USC 3601 et seq.), and the provisions of the Rumford Act and Unruh Act in California Law.  
2. All advertising shall conform to Section 804 (c) of Title VIII of the Civil Rights Act of 1968 (42 USC 3604 (c)), as amended, which makes it unlawful to make, print or publish, or cause to be made, printed, or published any notice, statement or adver​tisement, with respect to the sale or rental of a dwelling, that indicates any prefer​ence limitation, or discrimination based on race, color, religion, ancestry, sex, national origin, age, sexual orientation, gender identity, marital status, families with children, medical condition, source of income, and physical or mental disability, or an intention to make such preference, limitation or discrimination.
3. All radio, TV, or newspaper advertising, pamphlets, or brochures used will identify the project's handicap accessibility and contain the appropriate fair housing logotype or the equal housing opportunity slogan.  In all space advertising, the equal housing opportunity logotype statement or slogan shall be of a size that conforms to the standards of Fair Housing Advertising.  Any human models used in photographs, drawings or other graphic techniques shall portray persons in an equal social setting and shall indicate that the housing is open to all without regard to race, color, religion, ancestry, sex, national origin, age, sexual orientation, marital status, families with children, medical condition, source of income, and physical or mental disability (must possess capacity to enter into legal contract) and is not for exclusive use of one such group.
4. Each and every MHD and contractor staff person must take the time to ensure that this policy is carried out when dealing with persons who inquire or apply for housing.
5. It should be noted that persons applying as a result of special outreach may be ill at ease and may appear unwilling to cooperate with staff in the application process.  All personnel must be willing to take the time to explain the housing program, the requirements and the benefits.  It is the responsibility of the staff person to refer the client to the appropriate person if they do not have the information.  Staff shall make a positive effort to provide all applicants with all the assistance and informa​tion they need.  Periodically, MHD will arrange for training on fair housing issues for all those involved in this project.
Appeals Process:

If a consumer has any problem with the selection process, he/she can follow the established appeals process, delineated in the MHD Policies and Procedures, #222 (“Client Problem Resolution Process”).




Tenant eligibility and selection criteria are entirely consistent with both the Santa Clara County MHSA CSS Plan and the MHSA Housing Program target population.  Tenants will meet the primary MHSA service requirements that include being seriously mentally ill, low-income and homeless or at risk of homelessness.  Consistent with the MHSA Housing Program, clients’ eligibility will be determined based on an evaluation of their level of functioning and the likelihood that their needs can best be met in a supportive housing environment.  
Charities Housing Development Corporation, the developer of this housing project, will implement the property management Tenant Screening and Tenant Selection Process that is specified in the following pages.  As noted, some of the requirements and/or processes do not apply to MHSA-funded tenants.

Belovida is a senior affordable housing developments located at XXXX in Santa Clara. There is a single application process for the property, henceforth referred to as “Belovida.”  Charities Housing (CH) is the property management agent. Applications that cannot be accommodated at Belovida may also be considered, as available, for similar bedroom count units at other Charities Housing properties.

It is the objective of Belovida to provide decent, safe, and sanitary housing at a reasonable rent for those who can demonstrate an ability to pay the rent, protect and care for persons and pro​perty, and be responsible for themselves and their guests. To ensure that Residents are selected fairly, their qualifications for tenancy will be determined by evaluating their demonstrated per​for​mance, current financial status, and the applicant/s’ ability to meet the rules and regulations of the property.

These apply to all applicants except where noted in this document.

Section A: 
WHEN AND HOW DOES ONE APPLY FOR AN APARTMENT?

1. Outreach: 
It is the responsibility of the Property Supervisor to make appropriate outreach efforts as required by the different regulatory agencies involved with the housing opportunities at Belovida. Outreach efforts may be changed by those regulatory agencies without prior notice. Outreach efforts may be changed by those regulatory agencies without prior notice.  Additional outreach efforts include mental health providers, agencies that serve persons from communities of color, immigrants and those who do not, the disabled communities (including developmental, mental health, physical disabilities, domestic violence victims and  those living with HIV/AIDS, homeless persons as well as  the Lesbian, Gay, Bisexual and Transgender communities and other under served groups).

2. Applications and Application Fee: 
All applications must be complete to be considered, including all required attachments. Additional copies of the application are available at www.charitieshousing.org.

3. How to submit your application:

Only complete applications, submitted by mail will be entered in to the lottery.

Mailing address: 

PO Box 7647 San José, CA 95150 and postmarked no later than XXX

Applications will not be accepted at any other Charities Housing location or at the construction site.

What to submit:

· Completed application form including signature of each adult applicant

· Release for Credit and Criminal Background check for each adult applicant 

· Photocopy of government-issued Photo ID for each adult applicant

· Money order in the amount of $30.00 for each adult applicant (waived for MHSA applicants)
About the fee

CH’s actual cost is at least $12.00 for credit / Unlawful Detainer check and $24.00 per county for Criminal History check plus administrative costs. The fee is non-refundable once the processing of the application has begun. Personal checks cannot be accepted.

There is no application fee for the three MHSA units. 

Any fees collected in error will be credited to the approved applicant’s first month rent or refunded within 1 month of the applicant’s request.  Once all units have been filled, any application fees collected for applications that have not started being processed will also be refunded.  No application fee will be accepted when a unit is not available.

4. Bedroom size: 

Applicant households must meet the occupancy standards to be considered for a unit with a particular bedroom count.

5. Lottery: 

All complete application packets received by Belovida by the above deadline will be entered in the lottery.  The lottery will be done by computer and will take place at XXX p.m. on XXX.  An impartial observer from the City of Santa Clara will be invited to be present for the lottery; however, it is not open to the public. Applicants will be informed of their place in the lottery within 28 calendar days of the lottery. The lottery order will determine the order in which applications are processed, subject to availability of unit bedroom counts and special needs.


1 BEDROOM – 1 to 3 persons

6. Waitlist: 

During rent up applicants will be held in a single list by lottery order. The list will indicate the income (30%, 40% or 50% of AMI or MHSA). The waitlist will include all those households that have completed an application for the initial lottery.

Once initial rent up has been completed, there will be separate waitlists for each income level and one for MHSA persons who apply in the initial lottery. No more than thirty (30) names will be allowed on each waitlist and the Property Manager may choose to hold a shorter waitlist if turnover is or is expected to be low.  Once the waitlist is closed, a notice closing the list will be posted on the entry door of the rental office. 

It is important that everyone has an equal opportunity to submit his or her application, and therefore, no one will be given advance notice of when the Property Supervisor will open the waitlist.  Public notice in the San José Mercury News classified section will be made at least one week before opening the waitlist to the public.  A separate waitlist will be kept after rent up for MHSA applicants, who applied in the initial round.

When an MHSA unit becomes available, it will be filled from those MHSA applicants from the initial lottery and if there are no names on that list, the County of Santa Clara will be notified and asked to provide at least 3 and at most 5 applications for each opening. These must be received within 30 days of the notice of available unit being sent to the county, or Charities Housing will fill the units from the general 30% waiting list.

All applicants on the waitlist (including initial MHSA applicants) are required to check in with the Onsite Manager every 180 days (or sooner if there is a change of address or telephone number). An applicant’s failure to check in with the Onsite Manager will result in their name being removed from the waitlist.  (This also applies to MHSA applicants on the initial waitlist but the Case Manager can do the check-in.)

7. Transfer List: 
The transfer list includes those Residents who require a transfer for reasons of reasonable accommodation under Fair Housing Laws.  In addition existing residents may place their name on an internal transfer list to transfer to a different income level. Priority on transfers is given to those with a reasonable accommodation need.  

8. Application Period:
Applications will only be accepted when the waitlist is open, as specified by the Property Supervisor. 


9. Notice of Available Unit for the Waitlist: 

For each unit that becomes available the Onsite Manager will telephone and / or mail a “Notice of Available Unit” to up to the next five (5) names on the waitlist. If the applicant fails to respond within 7 calendar days of the call or mailing of a letter, they will be removed from the waitlist.  Once the notice has been issued, applications are processed on a first-processed, first-offered approach.


10. Special Needs: 

Three (3) units are for Homeless adults (and their households) with a mental health diagnosis and whose household income does not exceed 30% of AMI at move in. County Mental Health must provide proof of MHSA-eligibility at the time of application.  Applicants who believe they may meet these criteria are eligible for the general waitlist.  They should contact the Housing Development Consultant at County Mental Health (408-793-6451) if they wish to be considered for the MHSA units.

· MHSA applicants must have a letter of certification from MHD certifying that the person/household is eligible for the unit.

· Documentation of disability must come from a qualified professional in the appropriate area of expertise.  Medical details of applicant’s disability should be included on the documentation.

· Documentation of homelessness or at risk of homelessness must come from a qualified agency.  
11. Order of Selection for general (non-MHSA) unit:

· Current residents on the transfer list in chronological order (not applicable until 100% occupancy is achieved in both buildings following initial rent up) 

· Waitlist applicants, according to their order in the lottery

12. Seven Days to Respond: 

Up to the first five (5) applicants on the waitlist will be given seven (7) calendar days, from date of mailing, or date of phone call to respond.  It is the applicant’s responsibility to respond/furnish sufficient information within the deadlines set by management.  Those who do not respond within seven (7) calendar days, from the date of mailing, or date of phone call will be removed from the waitlist. This is extended to 14 days for MHSA applicants and may be extended for any applicant if a reasonable accommodation request is made.

13. Declining An Available Unit:
Applicants receiving the “Notice of Available Unit” may choose to decline the unit within 7 calendar days of receipt of the notice and have their name remain on the waitlist in its original place for additional opportunity.  This must be done in writing.  However, applicants who decline a second time (upon a second receipt of a “Notice of Available Unit”) shall have their names removed from the waitlist.  The timeframe is extended to 14 days for MHSA applicants.

14. Interview Required: 

When units are available, qualified applicants based on income, and preliminary screening criteria will be scheduled for interview. All adult applicants in the household must attend. The following originals must be brought to the interview:

a) A government-issued photo identification such as Drivers License or California ID, permanent resident card etc

b) Documentation of Income and Bank Account/s (if any) 

If the individual declines the unit at any time after the interview is started, they will be removed from the waitlist.

15. Written “Notice of Disqualification”: 

Any time an application is disqualified the applicant(s) will receive that reason is writing and be given seven (7) calendar days to appeal. The timeframe is extended to 14 days for MHSA applicants.

16. Accepting an Available Unit: 

Applicants who are approved for tenancy will be issued a letter confirming the bedroom count of unit, rent, and security and /or holding deposit and expected move-in date.  The tenant must take possession of the unit within seven (7) calendar days of receiving written or verbal notice of acceptance unless the Property Manager makes an exception.  During lease up, the prospective tenants may be required to pay the holding deposit within seven (7) cal​endar days of receiving written or verbal notice of acceptance.  The timeframe is extended to 14 days for MHSA applicants.


17.
 Appeal Process: 

Anyone who does not agree with the disqualification notice for any reason may appeal the decision by writing an appeal to the Property Supervisor or by requesting a meeting with the Property Supervisor.  An appeal form is available from the leasing office.  The Property Supervisor will respond in writing within seven (7) calendar days of receiving the written appeal or meeting with the applicant.  In the interest of minimizing vacancies, no unit will be held for an applicant once the “Notice of Applicant Disqualification” has been mailed.  However, should the Property Supervisor determine that the applicant is qualified for tenancy, or if another applicant has already been accepted for tenancy for the available unit before the review process has been completed, the applicant’s name will be replaced in its original position on the waitlist, without prejudice. 

Applicants that are disqualified from tenancy shall have their names removed from the waitlist.  However, any disqualified applicant may re-apply for tenancy, without prejudice, at such time as the waitlist is re-opened. (See Appeal Process)


18. Disclaimer: 

No household, or person, is guaranteed a unit by being accepted on the waitlist.  Management will only be able to qualify, a household or person, after all verifications are completed and returned, along with credit, Unlawful Detainer, criminal background and landlord investigations.  An applicant should review this “Tenant Selection Criteria” and determine for themselves if they may qualify and wish to apply.

19. Nondiscrimination: 

Charities Housing is an equal housing provider. It does not discriminate on the basis of race, religion, color, creed, national origin, age, sex, disability, familial or marital status, source of income (e.g. TANF, SSI), gender identity or sexual orientation in the rental, lease, use or occupancy of the project, or in connection with the employment or application for employment of persons for the operation and management of the project. 

20. Reasonable Accommodation: 

Requests for reasonable accommodations under Section 504 of the Rehabilitation Act of 1975 and/or the Fair Housing Act must be in writing and should be addressed to the Onsite Manager.  The leasing office can provide a form for this request.


Section B.        THE FOLLOWING INCOME AND OCCUPANCY TABLE APPLIES TO


 ALL APPLICANTS except where noted below
	Belovida I & II
	NOTE DRAFT ONLY
	Number
	Min. Annual
	Maximum household income

 

	
	
	of Units
	Income
	

	Bedroom Count 
	AMI
	Rent 
	Deposit
	TOTAL
	 
	1 person
	2 person
	3 person

	 
	 
	 
	 
	 
	 
	 
	 
	 

	1 bed- MHSA
	30%
	Min 30% of SSI ( regardless of income), max of 30% of household income
	$700 
	3
	none
	$22,300
	$25,500
	$28,650

	1 bed
	30%
	$563
	$700
	6
	$13,512
	$22,300
	$25,500
	$28,650

	1 bed
	40%
	$762
	$1000
	9
	$18,288
	$29,725
	$33,975
	$38, 200

	1 bed
	50%
	$961
	$1,300 
	9
	$23,064
	37150
	42450
	47750


Note: Rents, deposits and income limits are approximate and may be subject to change

Minimum Income Limits & rents: 


Section 8 voucher holders/MHSA: No minimum income is required. 

The minimum income for other units is that rent may not exceed 50% of gross income.

Rent for MHSA units: rent is set at a minimum of 30% of SSI and a maximum of 30% of the household’s adjusted income. This is calculated according to HUD Manual 4350.3. 

Occupancy Standards:
1 BEDROOM – 1 to 3 persons

Section C : 
TENANT SELECTION CRITERIA

Processing an Application Includes for all adults in the household: credit investigation, unlawful detainer report, landlord references, criminal background investigation including sex offender, employment, asset or income verification, and verification of special needs(s). Charities Housing reserves the right to change the credit and criminal reporting agencies at any time. 
1. A Credit Report will be processed. 

An applicant will be disqualified if they receive a report of derogative credit. Derogative credit is defined as a credit rating score of less than 70 points. Credit is evaluated as follows:

All applicants begin with 100 points. Passing is 70 points or higher. Points are deducted as follows:

Current collection accounts:
less than 3 years old: subtract 10 points
Old collection accounts:
more than 3 years old: subtract 5 points
Late payments:
subtract 5 points
Public records - unpaid debt
subtract 5 points
Unrated accounts:
subtract 2.5 points
Negative trade accounts:
subtract 5 points
Charge off:
subtract 5 points
Tax Liens
subtract 5 points 
An exception may be made for unpaid medical expenses if all other credit accounts have been paid as agreed.  Only the Property Supervisor may approve exceptions.


2.
Unlawful Detainer Report: 

An Unlawful Detainer Report (U.D.) will be processed through the U.D. Registry, Inc.  An applicant will be disqualified if they have been evicted from any prior residence, for any reason.  This is reviewed for all applicants but may be waived for MHSA applicants if the occurrences can be linked to a disability.


3.
Landlord References: 

The purpose of verifying landlord references is to determine if the applicant has demonstrated an ability to pay rent on time and to meet the requirements of tenancy. In order for a landlord reference to be acceptable, the tenancy must have been for duration of at least twelve (12) months, and the landlord must have an “arms length” relationship with the applicant. Household members and/or personal friends are not an acceptable landlord reference. An exception may be allowed for an applicant who has been paying market value rent for the past year or more, and can substantiate it with canceled checks, or other acceptable documentation. Current landlord references will be checked. In cases where the applicant has lived at their current address for less than one (1) year, prior landlord references may also be checked.  A negative landlord reference, by itself, is grounds for denial.  (Not pertinent to MHSA applicants.)


4.
Criminal Background Investigation: 

Kroll Background America, Inc. will perform a criminal background investigation on each applicant.  As criminal background checks are done county by county, the On-Site Manager will select all counties which come up on the credit report, landlord references, and employment history. Applicants will be disqualified for tenancy if they have been convicted, in the last 7 years, of any of the following:

i. Any felony

ii. Assault and Battery

iii. Resisting Arrest

iv. Weapons Possession

v. Theft

vi. Sex Crimes

vii. Rape

viii. Molestation

ix. Spousal Abuse

x. Fraud

xi. Computer Crimes

xii. Child Endangerment

xiii. Drugs

xiv. Disturbing the Peace

These criteria will be applied for all applicants. However all applicants are encouraged to use the Appeal Form to appeal any disqualification and Charities Housing is able and willing to work with supportive services staff and tenants to explain the appeal process. 


5.
Employment /Income: 

Employment and/or other income, including non-earned income must be verified by a third party to ensure that the applicants’ household income falls within the income guidelines listed above.  In the case of MHSA units, total income also determines the household’s portion of the rent (with a minimum rent of 30% of SSI, regardless of whether or not the tenant receives SSI).  Misstating income on the application form will be grounds for denial. This is particularly important because it determines which lottery the applicant is entered into.


6.
Special needs: 

Eligibility for MHSA units must be documented as above.  If it is determined that the applicant does not qualify for the claimed preference, the applicant’s name will be returned to their original place on the waitlist. 


7.
Disclosure of Social Security Numbers: 

Applicants are asked to disclose SSN or Tax ID Number in order to make an eligibility determination. The head of household/spouse/co-head are asked to bring SSN/ITIN for all household members at least six years of age and older to the initial interview. If no SSN/ITIN has been assigned to a particular household member less than 6 years of age, the applicant must sign a certification stating that no SSN or ITIN has been assigned.

8.  Other Reasons for declining an applicant:
a) Management reserves the right of disqualification to ensure agreeable and pleasant surroundings for all residents. An applicant can be disqualified if they display, or have displayed during the rent up process, behaviors that contravene or would contravene the rules and regulations of the property.

b) No pets are allowed. This policy does not apply to service and / or support animals. A form is available from the leasing office for a reasonable accommodation for a service and/or support animal.

c) An applicant must complete/provide and return all the paperwork requested within the stated deadlines or will be automatically passed over for the next applicant in chronological order, unless the Property Supervisor gives the applicant an authorization in writing for more time. Three (3) full business days, from the time the information is requested, will be considered adequate time for the applicant to complete/provide and return the requested information. The applicant passed over will remain the next household in chronological order until they provide the information.  After 10 calendar days from the initial request, this application will be referred considered denied unless the Property Supervisor has given a written extension. These periods are doubled for MHSA applicants.  (MHD service providers will work with MHSA applicants to complete required paperwork in a timely manner.)

d) During construction and the application process, applicants are required to stay away from the construction site. Applicants who enter the construction site may have their application denied.

Exceptions:
a) The Property Supervisor must approve all exceptions to these policies and procedures in writing in order to be honored. Where errors are made by the Onsite Manager administering these policies and procedures, the applicant’s file will be submitted to the Property Supervisor for disposition. 

b) The Onsite Manager will submit all requests for exceptions to the Property Supervisor, by facsimile, and give a return response within seven (7) business days.

c) Any written response from the Property Supervisor may be copied for the applicant.

d) The most commonly approved exceptions are listed below:

i. Any household or person with a bankruptcy.

ii. No credit may not be declared bad credit. If a household pays all bills in cash, and can demonstrate this fact, then no credit may be classified as good credit. 

e) Additional exceptions will be made as regulatory agreements may require.

9. Continuing Compliance:

Once a household has been accepted for tenancy, they will be required to re-certify income and assets annually. This process must be completed prior to the anniversary date of move-in, or a notice to vacate will be issued.  Annual or more frequent inspections will take place with proper notification.

Section D: 
OTHER
1.
Accessibility: 

The common areas of the building are fully accessible. A number of units have been adapted for wheelchair users and/or the hearing impaired. All units are adaptable. Please inform the management office if, due to disability, you require a reasonable accommodation. The leasing office is wheelchair accessible.

2.
Onsite Services: 

A completed application does not guarantee access to the onsite programs (such as childcare/pre-school, after-school and kin-caregiver programs). Nor does Charities Housing consider participation or interest in these programs when processing applications for tenants. All tenants will be provided with information on applying for these programs at move in or before.

3.
Interpreter: 

Applicants needing translation must provide their own interpreter. That individual must be 18 year of age or older and may not be an employee of Charities Housing.

4.
Smoking:
Smoking is not allowed in any common area on the property or on any balcony, including private balconies. Smoking is allowed inside units located on the fourth (top) floor of each building only. However, Charities Housing cannot guarantee a smoke-free environment to any tenant regardless of the location of their unit. A higher deposit may be requested for a smoking unit.  Tenants who request a unit on 4th floor where they can smoke in their unit accept that that this may limit their chances of being offered a unit and may limit their choice of units if they are offered a unit at Belovida.
I have read and received a copy of the Belovida Tenant Selection Criteria.



___________________________________    _______________
Signature of Applicant 1


Date


__________________________________________________
Signature of Applicant 2


Date

___________________________________  _______________
Signature of Applicant 3


  Date

___________________________________  _______________
Signature of Applicant 4


  Date
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