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Chapter 1 

 

STATEMENT OF POLICIES AND OBJECTIVES 
 

INTRODUCTION 
The Housing Choice Voucher (Section 8) Program was enacted as part of the Housing and 

Community Development Act of 1974, which re-codified the U.S. Housing Act of 1937.  The 

Act has been amended from time to time, and its requirements are described in, and implemented 

through this Administrative Plan. 

 

Administration of the Housing Choice Voucher Program and the functions and responsibilities of 

the Housing Authority of the County of Riverside (HA) staff shall be in compliance with the 

United States Department of Housing and Urban Development‘s (HUD) Housing Choice 

Voucher Program Regulations as well as federal, state and local fair housing laws and 

regulations. 

 

The HA is committed to the goals and policies contained in the Housing Element of the General 

Plan for the County of Riverside and the County of Riverside Consolidated Plan. 

 

A. PURPOSE OF THE PLAN 

The purpose of the Administrative Plan is to establish policies for carrying out the programs in a 

manner consistent with HUD requirements and local objectives.  The Plan covers both admission 

and continued participation in these programs. 

 

The HA is responsible for complying with all changes in HUD regulations pertaining to these 

programs.  If such changes conflict with this Plan, HUD regulations will have precedence.   

 

B. SERVICE POLICY/ACCOMMODATIONS 

This policy is applicable to all situations described in this Administrative Plan when a family 

initiates contact with the HA, when the HA initiates contact with a family including when a 

family applies, and when the HA schedules or reschedules appointments of any kind. 

 

It is the policy of this HA to be customer service oriented in the administration of our housing 

programs, and to exercise and demonstrate a high level of professionalism while providing 

housing services to the families within our jurisdiction. 

 

The HA‘s policies and practices are designed to provide assurances that all persons with 

disabilities will be provided accommodations, whenever reasonable, so that they may have equal 

access to the housing programs and related services.  Persons requiring special accommodations 

due to a disability must notify the HA of their needs. 

 

In matters where the HA has discretion, waivers to existing policy shall be determined by the 

Director or designee. 

 

C. TRANSLATION OF DOCUMENTS 

The Housing Authority will provide verbal translation of documents into Spanish, as well as 

other languages when feasible. 
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D. FAMILY OUTREACH 

It is the goal of the HA to assure that participating families in the program are representative of 

the County‘s targeted population groups, as identified in the Consolidated Plan of its area of 

operation. The HA will publicize and disseminate information to make known the availability of 

housing assistance and related services for low income families on an as needed basis.  The HA 

will publicize the availability and nature of housing assistance for low income families in a 

newspaper of general circulation, minority media, through the agency‘s website at 

www.harivco.org and by other suitable means (such as distributing information to non-profit 

agencies within the county).  

 

 E. PRIVACY RIGHTS AND PROVIDING INFORMATION TO OWNERS 
The HA‘s policy regarding release of information is in accordance with state and local laws 

which restricts the release of family information. 

 

The HA‘s practices and procedures are designed to safeguard the privacy of applicants, program 

participants, and participating owners or property managers.  All applicant and participant hard 

files and imaged files will be stored in a secure location that is only accessible by authorized 

staff.  Owner records will be filed and/or imaged with the participant‘s file.  

 

In accordance with HUD requirements, the HA will furnish prospective owners with the names 

and addresses of current and prior landlords of applicants and participants for tenant screening 

purposes. 

 

F. EQUAL OPPORTUNITY 
The HA practices equal opportunity in hiring, promotion and conditions of employment.  The 

HA will comply with the equal opportunity housing requirements in regard to non-discrimination 

in housing. 

 

G. SPECIAL HOUSING TYPES 

The HA routinely provides Manufactured home space rental assistance and will provide Shared 

Housing, and Single Room Occupancy (SRO), as a reasonable accommodation to applicants and 

participants who request it in  order to make the program more accessible. All units must pass 

Housing Quality Standards as outlined in the Code of Federal Regulations. Except where 

specifically regulated, all HA policies in this Administrative Plan also apply to the special 

housing types. 

 

H. RULES AND REGULATIONS 

This Administrative Plan is set forth to define the HA‘s local policies for operation of the 

housing programs in the context of federal laws and regulations.  All issues related to Housing 

Choice Voucher Program not addressed in this document are governed by such federal 

regulations, HUD memos, notices and guidelines, or other applicable law. 

 

I. JURISDICTION 

The HA‘s area of operation is all of the incorporated and unincorporated cities and areas in 

Riverside County. 

 

http://www.harivco.org/
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J. MONITORING PROGRAM PERFORMANCE 

The HA will monitor program performance in compliance with the Annual Contributions 

Contract and other applicable laws, regulations and guidelines.  It is the agency‘s objective to 

receive the highest rating from HUD using the Section 8 Management Assessment Program 

(SEMAP). 

 

The HA will monitor Housing Quality Standards (HQS) in accordance with the Code of  Federal 

Regulations 24 CFR Part 982, by conducting quality control inspections in an amount necessary 

to meet HUD requirements. 

 

K. PROGRAM INTEGRITY MONITORING (PIM)  
The Housing Authority of the County of Riverside administers Program Integrity Monitoring 

(PIM).  The purpose of the program is to ensure that public funds are paid only on behalf of 

qualified and eligible participants, and to landlords and owners who comply with all contract 

provisions in accordance with federal regulations.  (Refer to Appendix E) 

 

PIM also staffs a toll-free fraud hotline [(800) 300-0439].  Through this hotline, the public can 

anonymously report any suspected participant/owner/employee fraud.  The fraud hotline number 

is available through the internet web site, and Housing Authority newsletters. 

 

L.   REQUESTS FOR INFORMATION FROM FILES 

The HA will make public records available to individuals and organizations with legitimate 

purposes all persons, unless otherwise exempted from disclosure by applicable law.  Copies of 

disclosable public records may be purchased from the HA or they can be viewed at no charge at 

the HA offices during normal business hours.  The HA charges $0.50 for the first page copied 

and $0.10 for each additional page thereafter.  To the extent permitted by law, under certain 

circumstances the HA may recover additional costs in connection with retrieving electronic data. 

 In order not to cause a financial burden on the HA, charges for this information will be 25 cents 

per page for photocopies, and $30 per hour for staff time in locating and gathering information.  

If the file is stored in archives, an additional $35 fee will be charged to request it from storage. 

 

M.  USE OF ADMINISTRATIVE FEE RESERVE 

The HA Board of Commissioners must authorize any withdrawal from administrative fee 

reserves proposed through the annual budget approval process.  The Board of Commissioners 

must authorize any amount in excess of $75,000 per occurrence that is used during the fiscal year 

in addition to the previously approved amount.   

 

N.   CODE OF CONDUCT 

All employees are expected to abide by the Code of Conduct for the Housing Authority, which is 

included as Appendix B of this document. 
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Chapter 2 

 

ELIGIBILITY FOR ADMISSION 

 

INTRODUCTION 
This chapter defines the HUD and HA criteria for admission and denial of admission to the 

program. The policy of the HA is to strive for objectivity and consistency in applying these 

criteria to evaluate the eligibility of families who apply.  The HA staff will review all 

information provided by the family carefully and without regard to factors other than those 

defined in this chapter.  Families will be provided the opportunity to explain their circumstances, 

to furnish additional information, if needed, and to receive an explanation of the basis for any 

decision made by the HA pertaining to their eligibility. 

 

To be eligible for participation, an applicant must meet HUD criteria, as well as any permissible 

additional criteria established by the HA, i.e., Amended Policy on Zero Tolerance of Criminal 

Activity (see Appendix C), and established local preferences (see Chapter 4). 

 

The family‘s placement on the waiting list will be made in accordance with their registration 

date, and self-disclosed preferences. 

 

A. QUALIFICATION AS A FAMILY      24 CFR 5.403 

 

The applicant must qualify as a family.  A family includes but is not limited to, regardless of 

marital status, actual or perceived sexual orientation, or gender identity, the following:  

 

A single (one) person, who may be an elderly person, a displaced person, disabled person, near-

elderly person, or any other single person; or 

 

A group of persons residing together and such group includes, but is not limited to: 

 A family with or without minor(s) (a minor who is temporarily away, 182 days or less, 

from the home because of placement in foster care is considered a member of the family) 

 An elderly family 

 A near-elderly family 

 A disabled family 

 A displaced family; and 

 The remaining member of a tenant family 

 

Head of Household 
The head of household is the adult member of the household who is designated by the family, is 

wholly or partly responsible for paying the rent, and has the legal capacity to enter into a lease 

under state/local law.  Emancipated minors who qualify under state law may be recognized as the 

head of household. 
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Live-In Aide         CFR 982.316  
A family that consists of one or more elderly, near-elderly or disabled persons may request that 

the HA approve a live-in aide to reside in the unit and provide necessary supportive services for 

a family member who is a person with disabilities.  The HA must approve a live-in aide if 

needed as a reasonable accommodation in accordance with 24 CFR Part 8 to make the program 

accessible to and usable by the family member with a disability.  A statement from a licensed 

professional supporting the need for a Live-In Aide will be required.  This statement must be 

renewed every year at the annual recertification. For relocations the verification must be current 

within the last 60 120 days. 

 

Live-in aide means a person who resides with one or more elderly persons, near-elderly or 

disabled persons, and who: 

 

1. Is determined by the HA to be essential to the care and wellbeing of an elderly person or a 

person with disabilities, 

2. Is not obligated for the support of the person(s),  

3. Would not be living in the unit except to provide the necessary supportive services.  

 

Occasional, intermittent, multiple or rotating care givers do not meet the definition of a live-in 

aide since 24CFR Section 982.402(b)(7) implies live-in-aides must reside with a family 

permanently for the family unit size to be adjusted in accordance with the subsidy standards 

established by the PHA.  Therefore, regardless of whether these caregivers spend the night, an 

additional bedroom should not be approved (PIH 2009-22).  

 

A PHA may only approve one additional bedroom for a live- in aide. Although a live-in aide 

may have PHA-approved family member/s live with him/her in the assisted unit, no additional 

bedrooms will be provided for the family members of the live-in aide. The PHA must ensure that 

housing quality standards (HQS) will not be violated and that there will be no more than two 

people per bedroom or living/sleeping space in the unit in accordance with 24 CFR § 

982.401(d)(2)(ii). If the approval of additional family members of a live- in aide would result in 

the violation of HQS, the additional family members of the live- in aide may not be approved. 

PIH 2010-51 (HA) 

 

A live-in aide is treated differently than family members: 

1. Income of the live-in aide will not be counted for purposes of determining eligibility or level 

of benefits. 

2. Live-in aides will not be considered as a remaining household member of the tenant family 

or be entitled to any housing assistance independent of the participant and will sign a 

certification to that effect. 
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At any time, the HA may refuse to approve a particular person as a live-in aide, or may withdraw 

such approval, if: 

1. The person commits fraud, bribery or any other corrupt or criminal act in connection with 

any federal housing program; 

2. The person violates the Amended Policy on Zero Tolerance of Criminal Activity; or 

3. The person currently owes rent or other amounts to the HA or to another HA in connection 

with  Housing Choice Voucher Program or Public Housing Assistance under the 1937 Act; 

4. If The live-in aide requires a live-in aide or care provider for themselves; 

5. If The HOH requires a live-in aide, the HOH may not be a live-in aide/caretaker for 

someone else. 

6. If The live-in aide would not be living in the unit except to provide the necessary supportive 

services (i.e. spouse/co-head or parent of a child). 

7. The person is already living in the unit as a household member  

 

Multiple Families in the Same Household - Joint Custody of Minor(s)  
When two families living together apply for assistance, (such as a mother and father and a 

daughter with her own husband or minor(s), they will be treated as a single family unit. 

 

Minors who are subject to a joint custody agreement, but live with one parent at least 51 percent 

of the time will be considered members of the household.  ―51 percent of the time‖ is defined as 

183 days of the year, which do not have to run consecutively. 

 

When both parents are trying to claim the minor, the HA will consider court records as the 

authority for custody.  In the absence of court records, the parent whose address is listed in the 

school records will be allowed to claim the school-age minor as a dependent and as a member of 

that household. 

 

B. INCOME LIMITS        24 CFR 982.201 (b) (1) 

HUD determines income limits for admission to the Housing Choice Voucher Program. To be 

eligible, the applicant must be a family in any of the following categories: 

 

 A ‗‗very low income‘‘ family; 

 A low-income family that is ‗‗continuously assisted‘‘ under the 1937 Housing Act; 

 A low-income family that meets additional eligibility criteria specified in the PHA 

administrative plan. Such additional PHA criteria must be consistent with the PHA plan 

and with the consolidated plans for local governments in the PHA jurisdiction; 

 A low-income family that qualifies for voucher assistance as a non-purchasing family 

residing in a HOPE 1 (HOPE for public housing homeownership) or HOPE 2 (HOPE for 

homeownership of multifamily units) project. (Section 8(o)(4)(D) of the 1937 Act (42 

U.S.C. 1437f(o)(4)(D)); 

 A low-income or moderate-income family that is displaced as a result of the prepayment of 

the mortgage or voluntary termination of an insurance contract on eligible low-income 

housing as defined in § 248.101 of this title; 

 A low-income family that qualifies for voucher assistance as a non-purchasing family 

residing in a project subject to a resident homeownership program under § 248.173 of 

this title. 
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C. DISCLOSURE OF SOCIAL SECURITY NUMBERS- PIH 2010-3 and 24 CFR 5.216 

All applicants and participants are required to disclose a social security number. PHAs will not 

need to re-verify previously disclosed valid SSNs.  PHAs may rely on documentation of the SSN 

provided by another government agency (federal or state). Addition of new household members 

at least 6 years of age or under the age of 6 and who has an assigned SSN, the participant must 

disclose the SSN and provide documentation of the SSN to the PHA at the time of request to add 

new household member or during interim re-exam. The new household member cannot be added 

to the family composition until the family has complied with SSN disclosure and verification 

requirements. Addition of new household members under the age of 6 without an assigned 

SSN, are included as household members and entitled to benefits and the Head of Household is 

given 90 days to provide documentation of the SSN (with the potential for an extension of an 

additional 90 days) if the HA determines that the failure to provide proof of the SSN was due to 

circumstances outside the family‘s control.  Extensions may be given due to unforeseen 

circumstances.  Failure to furnish verification of social security numbers is grounds for denial or 

termination of assistance. 

 

D. CITIZENSHIP/ELIGIBLE IMMIGRATION STATUS          (24 CFR Part 5) 
 

Mixed Families 

An applicant family is eligible for assistance so long as at least one member is a citizen or 

eligible immigrant.  Families that include eligible and ineligible individuals are called mixed 

households.  Such applicant families will be given notice that their assistance will be prorated 

and that they may request a hearing if they contest this determination. 

 

No eligible members 

Applicant families that include no eligible members will be ineligible for assistance.  Such 

families will be denied admission and offered an opportunity for a hearing. 

 

Non-citizen students 
Non-citizen students as defined by HUD in the non-citizen regulations are not eligible for 

assistance. 

 

Appeals    
For this eligibility requirement only, the applicant is entitled to a hearing exactly like those 

provided for participants. 

 

E. SUITABILITY OF FAMILY  
 It is the responsibility of the owner to screen the applicants as to their suitability for tenancy. 

 

F. CHANGES IN ELIGIBILITY PRIOR TO EFFECTIVE DATE OF THE CONTRACT 

Changes that occur after the issuance of a Voucher, but before the execution of a lease and 

contract must be processed so that under no circumstance will a family be admitted if they are 

over the HUD published 50% Area Median Income Limit.  For example, if a household goes 

over the income limit prior to lease up, the applicant is no longer eligible for the program [24 

CFR 982.201(b)(4)].  They will be notified in writing of their ineligible status and their right to 

an informal review.   
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In order to be compliant with regulatory requirements, the Housing Authority will release 

families to result in a lease up of 75% of the families being at or below 30% of the median 

income (extremely low income).  If a family has a change in income that results in the family 

exceeding the 30% income limits for the family size at the time of verification and up until 

voucher issuance and/or prior to lease up, the family's income will be updated and they will be 

returned to the waiting list and notified in writing.  The family will be eligible for a future release 

between 30% and 50% of the income limits (very low income). 

 

Non-income changes that are reported after voucher issuance will not affect the preference 

eligibility of the household once the preference criterion has been verified. 

 

G. INELIGIBLE FAMILIES 
Families who are determined to be ineligible will be notified in writing of the reason for denial 

and given an opportunity to request an informal review, or an informal hearing if they were 

denied due to non-citizen status.    
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Chapter 3 

 

APPLYING FOR ADMISSION 

 

INTRODUCTION 

The HA Section 8 waiting list will open July 1, 2015 for new registrations. This chapter 

describes the policies and procedures for completing the waiting list registration, placement on 

the waiting list, and completion of the Section 8 Application, including verifications and other 

required documents.  Registrants will be placed on the waiting list in accordance with this Plan. 

 

The HA Housing Choice Voucher Program waiting list closed to the general public on July 1, 

2010, as the existing pool of applicants exceeded foreseeable resources.  Until such time as it is 

determined additional applicants are required to ensure full program utilization, the waiting list 

will remain closed to all except: 

 Veterans or widow/ers of a veteran, or  

 Families whose head of household or spouse is 75 years of age or older, or  

 Homeless At risk Foster care youth, ages 18 to 22 24, who have aged out of foster care, or 
 Families or Foster Care Youth referred to the HA by the Riverside County Public Child 

Welfare Agency (PCWA) for admission through the Family Unification Program (HUD 

designated special purpose vouchers), or 
 Participants that have utilized a special rental assistance program for a 3 year term and no 

longer require supportive services, or  

 Families referred to the Housing Authority via an extraordinary local preference.   

 Rental Assistance Demonstration? 

Should the waiting list reopen, the HA will follow procedures in accordance with 24 CFR 

982.206 and Public Notice will be given and outreach conducted to allow all those wishing to 

apply equal opportunity. This chapter describes the policies and procedures for completing the 

waiting list registration, placement on the waiting list, and completion of the Housing Choice 

Voucher Program Application, including verifications and other required documents.  

Registrants will be placed on the waiting list in accordance with this Plan. 

 

EXTRAORDINARY LOCAL PREFERENCE 

Up to a total of 15% of annual admissions will be targeted for an extraordinary local preference 

for the following registrants: Referrals by the Court Program (A program run by Riverside 

County Family and Dependency Drug Courts); and, registrants displaced by government action 

or emergency as certified by a city, county or state agency official (executive level or above), 

etc. The approval of the Director or designee is necessary for an extraordinary local preference.  

These admissions must meet the County of Riverside Residency Preference except for those who 

are displaced by government action. 24 CFR 982.204 (a) and 24 CFR 982.207 (a) (2) and (3). 

 

A. WAITING LIST REGISTRATION   
At such time as the Housing Choice Voucher Program waiting list reopens, public notice will be 

issued and outreach will be conducted on a continual basis by distribution of waiting list 

registration forms to libraries, non-profit organizations and other public agencies.  Advertisement 

of the housing programs is done on an as needed basis in the local paper of record, minority 

newspapers, other media and the agency‘s website at www.harivco.org.  Outreach and 

http://www.harivco.org/
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advertisement notices include: 

1. A brief description of the housing programs 

2. Basic information on eligibility requirements 

3. The HA‘s address and telephone number 

 

When the Housing Choice Voucher Program waiting list reopens, any family asking to be placed 

on the waiting list for Housing Choice Voucher rental assistance must complete a registration 

form.  Until registrants are able to register independently using the agency‘s web-based waiting 

list portal, registrations will be taken by phone, on the Internet, by mail, by fax or by personal 

delivery to the HA offices. Please note that in order to be placed on the waiting list, a valid 

address must be provided since the HA‘s primary form of communication is by mail.  This is to 

avoid an applicant being withdrawn or removed from the waiting list for failure to respond to 

correspondence or returned mail.  If an applicant has no valid address (homeless, etc.), it is 

suggested that they obtain a Post Office (PO) Box or provide a valid General Delivery Address. 

Upon request, reasonable accommodations will be made for persons with disabilities. 

 

When the waiting list registration form is received by the HA, first time applicants will receive a 

letter that confirms placement on the waiting list.  The person whose name is listed on the 

registration will be considered the Head of Household and will be the person entitled to the 

placement on our waiting list.  The letter will include instructions to verify information and 

report changes as they occur. Registrants are required to inform the HA of changes in family 

composition, income, and address, as well as any changes in their preference status (See Chapter 

4) using the Housing Authority‘s web-based portal.  In addition, between October 1
st
 and 

December 31
st
 of every year, registrants are required to update their waiting list registration once 

annually using the Housing Authority‘s web-based portal.  An annual update is required, 

regardless of whether there are any changes to their registration. Failure to do so will result in the 

withdrawal of all waiting list registrations.  Reasonable Accommodation (RA) requests will be 

accommodated should a registrant who is a person with disabilities be unable to use the web-

based portal but RA requests must be made during the October-December update period. Failure 

to update their registration during the annual update period will result in the registrant being 

removed from all waiting lists. 

 

The purpose of the registration form is to permit the HA to determine placement on the waiting 

list based on the information provided by the applicant. Registrants are required to inform the 

HA of changes in family composition, income, and address, as well as any changes in their 

preference status (See Chapter 4) in writing or by submitting a Waiting List Change Form.  

Registrants are also required to respond to requests from the HA to update information on their 

registration, or to determine their continued interest in assistance.  Failure to provide information 

or to respond to mailings will result in the registrant being removed from the waiting list.  

 

B. HOUSING CHOICE VOUCHER PROGRAM APPLICATION 

When funding is available, registrants will be sent a Housing Choice Voucher Program 

Application Eligibility Questionnaire (EQ) according to their preference-determined sequence by 

the date the registration was received by the HA.  This process is followed regardless of family 

size. All adult members must complete and sign the Application Eligibility Questionnaire, as 

well as accompanying forms including the HUD Form 9886, Release of Information, HUD Form 

52675, What You Should Know About EIV, What is Fraud Form, IRS Form 4506-01, HUD 

Form 92006 Supplemental and Optional Contact Information, and the Declaration of Citizenship. 
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Failure to provide necessary certifications and release as required by the HA will be cause for 

denial of the application.  

 

The Housing Choice Voucher Program Application Eligibility Questionnaire and related 

verifications determines the family‘s ability to claim a preference. and requires a signature.  The 

qualification for preference must exist at the time the preference is verified regardless of the 

length of time an applicant has been on the waiting list because the preference is based on 

current status.  If the family does not meet the current preferences, they are returned to the 

Waiting List. 

 

If the family meets the preferences, they are sent an Eligibility Questionnaire, which includes the 

HUD Form 9886, Release of Information, HUD Form 52675, What You Should Know About 

EIV, What is Fraud Form, IRS Form 4506-01, HUD Form 92006 Supplemental and Optional 

Contact Information, and the Declaration of Citizenship.  All adult members must complete and 

sign these documents.  The Eligibility Questionnaire is used to determine final eligibility for 

Voucher issuance and requires full verification. Applicants will be required to sign specific 

verification forms requesting information that is not covered by the HUD Form 9886.  Failure to 

do so will be cause for denial of the application for failure to provide necessary certifications and 

release as required by the HA.  

 

If the HA utilizes an interview at the time of the full application, it is the applicant‘s 

responsibility to reschedule the interview if she/he misses the appointment.  Appointments are 

rescheduled only if missing the appointment is justifiable and the request is made no later than 

10 calendar days from the original appointment date.  Requests for rescheduled appointments 

must be submitted in writing with verification (doctor‘s note, etc.) as to the reason for the 

reschedule. If the applicant does not reschedule a missed meeting, the HA will deny the 

application.  Upon request, reasonable accommodations will be made for persons with a 

disability. 

 

If the HA determines at or after the interview that additional information or document(s) are 

needed, the HA will request the document(s) or information in writing.  The family will be given 

10 calendar days to supply the information.  If the information is not supplied in this time period, 

the HA will provide the family a notification of denial for assistance and their name will be 

withdrawn from the waiting list. 

 

If an applicant is denied assistance and withdrawn from the waiting list, the applicant will be 

offered an opportunity to request an informal review.   

 

The Eligibility Questionnaire is used to determine final eligibility for Voucher issuance and 

requires full verification. After the verification process is completed, the HA will make a final 

determination of eligibility.  This decision is based upon information provided by the family, the 

verification completed by the HA, and the current eligibility criteria in effect.  If the family 

meets the preferences and applicant is determined eligible, a briefing will be scheduled to issue a 

Voucher and explain the family‘s obligations and the program requirements. 

 

During the initial eligibility determination process and any subsequent eligibility reexaminations, 

all contact such as correspondence, telephone calls, interviews, or inspections will be 

documented by the Housing Specialist.  
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Chapter 4 

 

SELECTION OF FAMILIES FROM WAITING LIST 

 

INTRODUCTION 
It is the HA‘s objective to ensure that the families are placed in the proper order on the waiting 

list so that an offer of assistance is not delayed to any family, or made to any family prematurely. 

This chapter defines the eligibility criteria for the HA, and it explains the waiting list order which 

the HA has adopted to meet local housing needs. 

 

By maintaining an accurate waiting list, the HA will be able to perform the activities which 

ensure that an adequate pool of qualified registrants will be available so that program funds are 

used in a timely manner. 

 

A. WAITING LIST PREFERENCES 
The HA has implemented the following preferences for drawing names from the waiting list.  In 

accordance with California State Law [HSC 34322.2 (b)], at each level of preference, families 

meeting the definition of a veteran according to California Military and Veterans Code, Section 

980, will have priority.  In accordance with Federal Regulations [24 CFR 982.201 (b) (2)], at 

each level below, from the families that meet the preferences, the Housing Authority will release 

families to result in a lease up of:  75% of the families will be at or below 30% of the median 

income (extremely low income), and 25% of the families will be between 30% and 50% of the 

median income (very low income).  If the first level releases do not satisfy the regulations 

regarding extremely low income families, releases will be done at the second level of preferences 

until the 75% extremely low income requirement is met.   

 

In order to be compliant with regulatory requirements, the Housing Authority will release 

families to result in a lease up of 75% of the families being at or below 30% of the median 

income (extremely low income).  If a family has a change in income that results in the family 

exceeding the 30% income limits for the family size at the time of verification and up until 

voucher issuance and/or prior to lease up, the family's income will be updated and they will be 

returned to the waiting list and notified in writing.  The family will be eligible for a future release 

between 30% and 50% of the income limits (very low income). 

 

EXTRAORDINARY LOCAL PREFERENCE 

Up to a total of 15% of annual admissions will be targeted for an extraordinary local preference 

for the following registrants: Referrals by the Court Program (A program run by Riverside 

County Family and Dependency Drug Courts); and, registrants displaced by government action 

or emergency as certified by a city, county or state agency official (executive level or above), 

etc. The approval of the Director or designee is necessary for an extraordinary local preference.  

These admissions must meet the County of Riverside Residency Preference except for those who 

are displaced by government action. 24 CFR 982.204 (a) and 24 CFR 982.207 (a) (2) and (3). 
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FIRST LEVEL  

1) County of Riverside Residency Preference, and  

2) Qualified veterans, or 

3) Families whose head of household or co-head is 75 years of age and older, or  

4) Homeless Foster care youth, ages 18 to 22,4 who have aged out of foster care, or 

5) Families or Foster Care Youth referred to the HA by the Riverside County Public Child 

Welfare Agency (PCWA) for admission through the Family Unification Program (HUD 

designated special purpose vouchers), or 
6) Participants who have utilized a special rental assistance program for a 3 year term and no 

longer require supportive services, or  

7) Homeless families with children residing in shelters. 

 

SECOND LEVEL  

1) County of Riverside Residency Preference, and  

2) Rent-burdened or homeless, and 

3) Working Families (see Working Families definition) with dependents or minors or Elderly 

families or Disabled families  

 

THIRD LEVEL  

1) County of Riverside Residency Preference, and 

2) Rent-burdened or homeless, and 

3) Non-Working Families with dependents or minors  

 

FOURTH LEVEL 

1) County of Riverside Residency Preference, and 

2) Rent-burdened or homeless, and  

3) Working families (see Working Families definition) without minors  

 

FIFTH LEVEL 

1) County of Riverside Residency Preference, and 

2) Rent-burdened or homeless, and  

3) Non-working families without children.  

 

The Housing Authority will exhaust all families at each preference level before releasing from 

the next lower level except as noted above. Date of registration for registrants with equal 

preferences will determine order of release. 

 

Change in Circumstances 
Changes in a registrant‘s circumstances while on the waiting list may affect the family‘s 

entitlement to a preference.  Registrants are required to notify the HA when circumstances 

change. 

 

When a registrant claims an additional preference, she/he will maintain the original date of 

registration and will be updated on the waiting list in the appropriate order determined by the 

newly claimed preference.  The qualification for preference must exist at the time the preference 

is verified regardless of the length of time an applicant has been on the waiting list because the 

preference is based on current status.  Preference eligibility is verified at the time of completion 

of the Housing Choice Voucher Program Application up until voucher issuance. 
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B. EXCEPTIONS FOR SPECIAL ADMISSIONS    24 CFR 982.203 

If HUD awards program funding that is targeted for a specific group, the HA will admit these 

families under a special admission procedure.  The families will be selected in accordance with 

the Notice of Funding Availability and the HA‘s application for funding. 

 

Special admissions families will be admitted outside of the regular waiting list process.  They do 

not have to qualify for any preferences, nor are they required to be on the program waiting list.   

The HA maintains separate records of these admissions.   

 

C. TARGETED FUNDING 

When HUD awards special funding for certain family types, families who qualify are placed on 

the regular waiting list.  When a specific type of funding becomes available, the waiting list is 

searched for the first family meeting the targeted funding criteria, based on date of registration. 

 

Examples of targeted programs are:  

 Mainstream 

 Family Unification 

 

D. ORDER OF SELECTION  
Families are selected from the waiting list and sent a Housing Choice Voucher Program 

Application based on the preferences listed above.  The waiting list will be organized by date 

among registrants with equal preference status regardless of family size.  Preference information 

will be verified when families complete a Housing Choice Voucher Program Application and the 

qualification for preference must exist at the time the preference is verified up until voucher 

issuance regardless of the length of time an applicant has been on the waiting list because the 

preference is based on current status.   

 

E. IF PREFERENCES ARE NOT MET 

If the applicant does not qualify for a preference, the HA will return the family to the waiting list.  

The HA will notify the applicant in writing of the reasons why the preference was denied and 

inform the applicant that they have been returned to the waiting list with their original 

registration date before they were selected. If the applicant falsifies documents or makes false 

statements in order to qualify for any preference they will be denied assistance (lifetime 

ineligible) and offered an opportunity to request an informal review in writing within 10 days.  

Applicants may exercise other rights if they believe they have been discriminated against.   

 

F. REMOVAL FROM WAITING LIST AND PURGING  
If a registrant fails to respond within 30 calendar days to a mailing from the HA, the registrant 

will be removed from the waiting list.  If a letter is returned by the Post Office without a 

forwarding address, the registrant will be removed from all waiting lists without further notice, 

and a record will be maintained on the computer.  Reasonable accommodations will be made for 

persons with disabilities.   

 

The waiting list will be purged periodically by a mailing to registrants inquiring as to continued 

interest to be on the waiting list to ensure that the waiting list is current and accurate.  

 

 



 

  
DRAFT--Effective July 1, 2015 
 

Page 19 

 

Between October 1
st
 and December 31

st
 of every year, registrants are required to update their 

waiting list registration once annually using the Housing Authority‘s web-based portal.  An 

annual update is required, regardless of whether there are any changes to their registration. 

Failure to do so will result in the withdrawal of all waiting list registrations.  Reasonable 

Accommodation (RA) requests will be accommodated should a registrant who is a person with 

disabilities be unable to use the web-based portal but RA requests must be made during the 

October-December update period. Failure to update their registration during the annual update 

period will result in the registrant being removed from all waiting lists. 
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Chapter 5 

 

SUBSIDY STANDARDS 

 

INTRODUCTION 
HUD guidelines require that HA‘s establish subsidy standards for the determination of the 

Voucher bedroom size, and that such standards provide for a minimum commitment of subsidy 

while avoiding overcrowding.  The standards used for the Voucher size also must be within the 

minimum unit size requirements of HUD‘s Housing Quality Standards.  This chapter explains 

the subsidy standards which will be used to determine the Voucher size for various sized families 

when they are selected from the waiting list, as well as the HA‘s procedures when a family‘s size 

changes, or a family selects a unit size that is different from the Voucher.   

 

A. DETERMINING VOUCHER SIZE  
The HA does not determine who shares a bedroom/sleeping room, but there must be at least one 

person per subsidized bedroom.  The HA‘s subsidy standards for determining Voucher size shall 

be applied in a manner consistent with Fair Housing guidelines. All standards in this section 

relate to the number of bedrooms on the Voucher, not the family‘s actual living arrangements. 

 

The unit size on the Voucher remains the same as long as the family composition remains the 

same, regardless of the actual unit size rented.  During the HAP contract term, the unit size on 

the Voucher (subsidy) may only change at the first full recertification after the change in family 

unit size. [24 CFR 982.505 (c) (5)] 

 

One bedroom shall be assigned for the Head of Household and spouse/co-head, and one bedroom 

shall be assigned for every two nucleus household members.  Non-nucleus members are not 

assigned a subsidy. If the Housing Authority is designated as a Shortfall Agency by HUD, or 

another HUD designation as a result of a funding shortfall, subsidy standards may decrease so 

that one bedroom will be assigned for every two nucleus household members, regardless of 

familial, age or gender.  An unborn minor (with verification of pregnancy) will be counted as a 

family member in determining bedroom size.  

 

The HA will not issue a larger bedroom size unless it is through birth of a newborn, adoption or 

court-awarded custody of a minor child (not emancipated) or marriage. Reasonable 

accommodation requests will be considered for the addition of a non-nucleus adult who is a 

person with disabilities and cannot live independently.  A larger bedroom size will not be issued 

if a member of the nucleus family moves out and returns as an adult, unless it is to offer a 

reasonable accommodation for a disabled family member.  If a member returns as an adult and 

brings additional non-nucleus members with them, the voucher size does not increase.  Adding 

additional non-nucleus members will not be approved if it causes the family to be under-housed.  

 

Exceptions will be made in the documented cases of a live-in aide or as a reasonable 

accommodation to make the program accessible to and usable by the nucleus family member 

with a disability.  The family unit size for any family consisting of a single person must be either 

a zero or a one-bedroom unit. A PHA may only approve one additional bedroom for a live- in 

aide. Although a live-in aide may have PHA-approved family member/s live with him/her in the 

assisted unit, no additional bedrooms will be provided for the family members of the live-in aide. 

The PHA must ensure that housing quality standards (HQS) will not be violated and that there 
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will be no more than two people per bedroom or living/sleeping space in the unit in accordance 

with 24 CFR § 982.401(d)(2)(ii). If the approval of additional family members of a live- in aide 

would result in the violation of HQS, the additional family members of the live- in aide may not 

be approved. PIH 2010-51 (HA) 

 

Any foster members, who are minors, who are in the home at the time of initial voucher 

issuance, at the time of relocation or at an annual re-examination, and are determined to be long-

term placement, will be considered as family members in the determination of subsidy size.  For 

the purpose of determining subsidy size, long-term placement is defined as 12 or more months. 

 

B. CHANGES IN VOUCHER SIZE  
 

Changes for Applicants and Participants:   

The Voucher size is determined at the time of Voucher issuance by comparing the family 

composition to the HA subsidy standards.  If an applicant or participant requires a change in the 

Voucher size, the following guidelines will apply: 

 

Requests for Exception to Subsidy Standard 

Upon request by the participant, and if funding is available, the HA may approve a larger subsidy 

as a reasonable accommodation for a person with disabilities if the family demonstrates a nexus 

to the disability is present to make the program accessible to and usable by the family member 

with a disability. This will be verified through a third party licensed professional‘s verification. 

Verification of the need must be provided at least annually on a Housing Authority approved 

form.  In addition, requests involving separate bedrooms for medical equipment will be verified 

at the time of a participant‘s annual inspection or a special inspection may be conducted after an 

initial lease up to ensure that program funds are being used for the purpose in which they were 

intended.   A PHA may only approve one additional bedroom for a live- in aide. Although a live-

in aide may have PHA-approved family member/s live with him/her in the assisted unit, no 

additional bedrooms will be provided for the family members of the live-in aide. If the live-in 

aide passes away, or no longer resides in the assisted unit, the family will be given a 60 day 

opportunity to locate a new live in aide in order to retain the already approved additional 

subsidy.  Should the family fail to find a new, approvable live-in aide within 60 calendar days, an 

annual recertification will need to be conducted and the appropriate subsidy will be given. The 

PHA must ensure that housing quality standards (HQS) will not be violated and that there will be 

no more than two people per bedroom or living/sleeping space in the unit in accordance with 24 

CFR § 982.401(d)(2)(ii). If the approval of additional family members of a live- in aide would 

result in the violation of HQS, the additional family members of the live- in aide may not be 

approved. PIH 2010-51 (HA). 

 

Subsidy Standards Flexibility: The criteria and standards prescribed for the determination of an 

applicant's unit size to be listed on the Voucher should apply to the vast majority of families. In 

some cases, however, the relationship, age, sex, health, or handicap of the family members may 

warrant the assignment of a different unit size than that which would result from strict 

application of the criteria. Such flexibility is permissible to the extent the determinations are 

made on the basis of such factors. Any allowable determinations of this type, however, should be 

fully documented in the applicant's file.   
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For example, an elderly, handicapped, or disabled person who requires a live-in aide may be 

assigned a Voucher to provide a private bedroom for the attendant in addition to the bedroom for 

the assisted household members who are not disabled or handicapped.  

 

1. Smaller-Sized Units: The family may select a smaller-sized unit provided there is at least one 

sleeping room or living/sleeping room of appropriate size for each two persons in the household. 

(For example, a 3-bedroom Voucher Holder with 5 family members could select a 2-bedroom 

unit if there would be two bedrooms for four of the family and a living/sleeping room for the 

fifth member).  

 

2. Larger-Sized Units: The unit size listed on a Voucher does not preclude the family from 

selecting a larger size unit provided the gross rent does not exceed the Rent Reasonableness 

limitation for the bedroom size listed on the Voucher (for example, a 2-bedroom Voucher Holder 

could select a 3-bedroom unit not to exceed the 2-bedroom Rent Reasonableness Limitation and 

the family‘s share of the rent and utilities does exceed 40% of their household‘s adjusted 

monthly income). A higher payment standard will not be approved in situations when a 

household has selected a larger unit size than the household‘s authorized subsidy size. Note: 

Effective 7/1/14, the utility allowance was modified pursuant to the Federal Register. Instead of 

applying the actual unit size, the utility allowance is no calculated using the ―lower of‖ 

authorized subsidy size or unit size.  

 

NOTE: At Initial Lease-Up for a unit, the Family Share of rent and utilities cannot exceed 40% 

of their Adjusted Monthly Income if the gross rent exceeds the applicable payment standard. 

The unit size designated on the Voucher must remain unchanged, regardless of the actual unit 

size selected. 

 

Under-housed (unit too small for size of family) 

If a unit does not meet HQS space standards due to an increase in family size by birth, adoption, 

court awarded custody or marriage, the HA will issue a new Voucher upon eligibility 

determination for relocation.  

 

Over-housed (unit too large for size of family) 

If a participant has a decrease in the family size, the family has the option to relocate be issued a 

new Voucher or remain in the unit they are currently renting.  If the family chooses to remain in 

the unit, the subsidy standard will be lowered at the next annual re-examination.  If the family 

chooses to relocate move, the HA will issue a Voucher upon eligibility determination will be 

issued with the correct subsidy standard.  The amount the family pays for rent must be affordable 

and the participant portion of rent and the current utility allowance cannot exceed 40% of their 

adjusted income at the time of lease up.  The approved rent will be based on the payment 

standard for the number of bedrooms the family is eligible for, or the actual number of bedrooms 

in the unit, whichever is less.  In cases where the gross rent is less than the payment standard, it 

will be used as the payment standard. 

 

C. UNIT SIZE SELECTED 
The family may select a different size unit than that listed on the Voucher using the HUD criteria 

for Payment Standards provided the unit is rent reasonable and affordable.  The amount of 

assistance is based on the authorized or actual bedroom size, whichever is less. 

 


