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INTRODUCTION

Mission Statement: It is the mission of the Lincoln Housing Authority to provide affordable,
safe, sanitary and decent housing to qualifying families currently undergoing financial stress
in a manner which affords applicants and tenants dignity and minimal intrusion, within the
limits of prudent fiscal management.

Statement of Equal Access and Non-Discrimination:

Lincoln Housing Authority shall not discriminate against any individual on the basis of age,
race, color, national origin, religion, sex, sexual orientation, familial status or disability. The
Section 8 housing programs are available to all eligible individuals without regard to actual
or perceived sexual orientation, gender identity or martial status. We will treat each
individual or family on his or her own merits.

An applicant or participant may file a complaint if LHA fails to comply with the statement of
equal access to Section 8 housing programs . The complaint must be in writing to LHA
within 30 days of the action or inaction by LHA. LHA staff will schedule an informal hearing
on the issues within thirty (30) days of receipt of a written complaint. LHA will accept other
forms of communication other than writing to accommodate a disability.

Reasonable Accommodations: If reasonable accommodations are requested, they will
be implemented in a timely manner. Accommodations are not reasonable if they require
fundamental alteration in the nature of the program or impose undue financial and
administrative burden on a housing program.

LHA will make reasonable accommodation in rules, policies, practices, office procedures
and services to allow a disabled person equal opportunity to use and enjoy a dwelling or
program. An owner must permit, at the expense of a disabled person, reasonable
modification of an existing premises occupied or to be occupied if the modifications allow
the person full enjoyment of the premises. The owner may, where it is reasonable to do
so, request the renter to make an agreement to restore the interior of the premises to the
condition that existed before the modification prior to allowing any modifications.

An applicant or participant may file a complaint on LHA’s failure to comply with Section
504. The complaint must be in writing to LHA within 30 days of the action or inaction by
LHA. LHA staff will schedule an informal hearing on the issues within thirty (30) days of
receipt of a written complaint. LHA will accept other forms of communication other than
writing to accommodate a disability.

Section 504 Equal Access Statement: The Administrative Plan is kept at 5700 R
Street, Lincoln, Nebraska, which is an accessible facility and route. The document may
be examined Monday - Friday between the hours of 8:00 a.m. and 5:00 p.m.. The
document is also accessible at LHA’s website, www.|-housing.com. A person should
call (402) 434-5500 or call TDD (800) 545-1833 ex. 875 to make arrangements to
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examine the document. A printed copy of the entire document will be provided at the
requestor’s expense.

LHA will provide accommodations to assist with sensory or cognitive impairment to
review this plan, notices or other required written communications upon request.
Assistance may include describing the plan or notice, reading the plan or notices,
providing an audio tape or other forms of communication to accommodate the prescribed
disability.

Assistance will be provided in a confidential manner and setting. The individual(s) with
disability is responsible for providing his/her own transportation to and from the document
location. All hearings and meetings required by the Administrative Plan will be conducted
in an accessible location with appropriate assistance.

Confidentiality Rights: Applicants and participants will be informed of their rights under
the Federal Privacy Act and Violence Against Women Act. LHA will comply with all
requirements set in Federal Privacy Act and Violence Against Women Act. A written
authorization is required for release of information unless disclosure is authorized under
State and Federal law.

LHA will not release information without the individual’s signed permission to release
information. LHA will release only the information in accordance with the signed
authorization to release information.

LHA will release information in the following circumstances:
. Release information to U.S. Housing and Urban Development (HUD) and the

Immigrations and Naturalization Service regarding eligible immigration status for
the purpose of establishing eligibility for financial assistance;

. Release information on amounts owed to LHA for claims paid and not reimbursed
by the client;

. Release information on amounts owed to LHA for prior overpayment of
assistance;

. Inform prospective owners LHA has not screened the family’s behavior suitability

for tenancy, and such screening is the owner’s responsibility. LHA will give the
owner: 1) the family’s current address as shown in LHA records; and 2) the name
and address of the landlord at the family’s current and prior address if known;

. At the time the family indicates they want to lease a dwelling unit, LHA may offer
the owner other information in LHA'’s possession about the family including
tenancy history of family members or drug trafficking by family members (24 CFR
982.307 (b)(2). If requested by the victims defined under the Violence Against
Women Act, LHA will not disclose this information. ;

. Information will be released in accordance with LHA Personnel Policy; and

. In extenuating circumstances, certain information will be released only by the
authorization of the Executive Director or by court subpoena.

Legal Jurisdiction: The legal jurisdiction for the operation of the Section 8 program for
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the Lincoln Housing Authority is the city of Lincoln, Nebraska.

Code of Conduct: LHA will maintain compliance of all conflict of interest requirements
as stated by the Housing Choice Voucher program at 24 CFR 982.161. The following
LHA documents establish our codes of conduct for the Housing Choice Voucher
Program.

1. LHA Procurement Policy
2. LHA Personnel Policy Manual
3. LHA Guidelines for Providing Excellent Customer Service

4. LHA Fraud Policy
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SECTION I.
APPLICATION PROCEDURES
(982.202)

Written Application: Lincoln Housing Authority (LHA) requires persons interested in
applying for Section 8 voucher assistance to fully complete, sign and submit a written
application. Applications are available at the LHA office, will be mailed upon request and
can apply online via LHA’s website; www.l-housing.com. If LHA staff perceive a barrier is
preventing someone from completing the application, LHA will request permission to assist
the individual which may include contacting an appropriate agency or person to assist the
applicant.

Mail and Online Applications: Any fully completed application received in the mail will be
dated with the time of receipt upon delivery to the LHA office. Any fully completed online
application is date and time stamped according LHA’s computer submission which will be
printed on the applicant’s online receipt at the time of submission.

Eligibility: At the time of application to admissions on the waiting list, LHA may perform
preliminary eligibility screening. The decision to pre-screen applications on the waiting list
will be based on the length of the waiting list. If the applicants “wait” time for selection of the
waiting list is considered relatively short, pre-screening may be required to determine the
applicant appears to meet eligibility requirements. A pre-screening may include:

Applicant meets income requirements according to the Federal regulations;
Criminal history check;

Social Security cards;

Citizenship or 214 documentation;

Compliance with LHA repayment requirements; and

Family Composition.

o0k~

Birth Certificates and Social Security cards will be requested at application but not required
until admissions.

Applicants will be advised placement on the waiting list, although this is no assurance of
eligibility.

Project -based Applications: In accordance with the Moving to Work agreement, each
project-based site will be responsible to accept and maintain tenant applications for the
project-based site according to the terms in their specific HAP contract agreement.

Incomplete Applications: All applications lacking the required information by the periods
outlined by the LHA representative will be cancelled.
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Notification: LHA will notify applicants if they are eligible to be placed on the waiting list.
As the applicant approaches the top of the waiting list or prior to the applicant being offered
a voucher, LHA will do a “complete” verification of eligibility to the program. All ineligible
applicants will be given a prompt written notice on the decision to deny admission to the
program. The notice will include the reason for the decision and the right to request an
informal review within seven (7) calendar days of the notification.
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SECTION I
WAITING LIST
(24 CFR Subpart E)

Description:

A single waiting list will be maintained for all eligible persons wishing to participate in the
tenant-based voucher programs. For project-based assistance, a separate waiting list will
be maintained by the site. Applicants will be advised of all available housing programs
including all project-based and tenant-based voucher programs. An applicant can apply for
Section 8 program as well as public housing, conventional and tax credit units, and remain
on all lists after the applicant has received assistance or accepted a unit.

Waiting List Eligibility Requirements:

1.

Legal Capacity: The applicant must be capable under the state law of entering into
a legal contract. Applicants must be at least 18 years of age, legally emancipated
or married to enter into a lease. If legal capacity requirement is not met, a denial
letter will be sent stating they may reapply at age 18, or when legally emancipated
or married.

Application: The family must complete an eligibility application. Applications are
available at Lincoln Housing Authority (LHA) office, can be mailed upon request or
completed online from the LHA website www.I-housing.com. Special arrangements
to complete an application may be made with the LHA office for individuals with
disabilities or language barriers. If it is apparent during the application process that
a barrier exists and an advocate or interpreter could benefit the applicant, LHA will
obtain appropriate services and may reschedule the interview. The delay will not
affect the date and time of placement on the waiting list.

Income: Application will be reviewed to determine if they appear to meet income
requirements of Federal regulation per 24 CFR 982.201.

Social Security Number: The applicant must provide a Social Security number for
for all household members who are U.S. citizens or have eligible immigration status.

Exception for providing a Social Security number for a child under the age of 6 years old who
is “added” to the applicant ‘s household :

The applicant household may remain on the waiting list and continue with admissions into the
voucher program without providing the “added” child’s Social Security number and acceptable
verification under the following circumstances.

L] The child who is being “added” to the applicant household was not listed on the
original application; and

L] The request to add the child occurred within 6-months prior to the voucher issuance
date; and

u The child was age 5 or younger at the time of the request to add the child to the

applicant household

The added child’s ( age 5 or younger) Social Security number must be provided 90 days after
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program admission, with another 90 day extension if merited.

5. Preference: LHA will determine if applicant meets preference criteria (described in
Preference Selection, Section Ill) . If it is determined that the family does not qualify
for a preference, the family will be placed on the waiting list in a non-preference
status according to the date and time of original application. The family may reapply
for preference status at any time. The family is responsible to report any changes
in preference status in writing. LHA will accept other forms of communication other
than writing to accommodate a disability. The applicant must still qualify for the
preference on the date LHA selects the applicant from the waiting list.

6. Vacate Owing: LHA will check the “vacate owing” lists for LHA and other PHAs if
previous assistance is indicated. Applicant must be in compliance with LHA
repayment agreement requirements. All other PHA and/or other HUD funded
Housing Assistance Programs must have all debt repaid prior to placement on the
waiting list. See Termination/Denial Section XIX C (6) “Owes”.

7. Criminal History Checks are completed prior to admissions to the program.

Waiting List Placement: Tenant-based applicants are placed on a single waiting list
according to the date and time regardless of the bedroom size. When vacancies occur in
the Section 8 Voucher program, applicants will be invited off the waiting list according to
preference, date and time applied. A single non-elderly, non-disabled household will be
selected after all other eligible applicants have been selected from the waiting list.

Waiting List Placement for Project-Based assistance: The owners of the contracted project
based sites will be responsible to maintain their own waiting list. Placement on the waiting
list will be based on the project based voucher agreement with LHA.

Crossroad House Apartment project-based waiting list: For Crossroads House
Apartments, eligible applicants will be placed on their site based waiting list
according to the date and time of the application. When a vacancy occurs for a
project-based unit, the applicants will be selected in according to preference status,
the date and time application, regardless of their family status.

Outreach for Mainstream vouchers: If there is ever an insufficient pool of disabled families
on the HCV waiting list, LHA will conduct outreach to encourage eligible persons to apply
for this special allocation of vouchers.

Applicant Selection:

Within the preference category, applicants will be selected in order of the application date and
time. Single applicants who are elderly or disabled single persons will be assisted before other
single persons.

Family Unification Program (FUP) Vouchers:

For FUP Vouchers, any vouchers designated for families and youth who are referred and
certified by a Public Child Welfare Agency known as Nebraska Health and Humans Services
(NDHSS) or designated contract, as eligible for FUP assistance will be selected from a
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separate waiting list specifically for FUP families and youth based on time and date of the
application and served on a first-come, first serve basis. Waiting List selections is specifically
described in the Family Unification Program Section of this Administrative Plan.

Mainstream Vouchers

For Mainstream Vouchers, 20 vouchers are designated for disabled households only when
either the head of household or spouse is an disabled adult as defined under 42 U.S.C. 423.
Although LHA will maintain only one voucher waiting list, when a Mainstream voucher is
available only the disabled households who meet this definition are eligible to be selected from
the HCV waiting list based on LHA established preferences and date and time of the
application.

Project Based Vouchers (PBV):

The owners of the project based sites will be responsible to maintain their own waiting list.

Selections from the their waiting list will be based on the PBV agreement with LHA.
Crossroad House Apartment project-based waiting list: Eligible applicants, age 55
or older, will be placed on the site-based waiting list according to the date and time
of the application. When a vacancy occurs at the Crossroad House Apartments,
eligible applicants will be selected according to the date and time of their application,
regardless of their family status.

Rental Assistance for Non-Elderly Persons with Disabilities Program (RANEDP):

For RANEDP Vouchers, vouchers will be designated for disabled households whose head
of the household or spouse is disabled as defined in the definition section of this
Administrative Plan and age 61 years or younger. LHA will maintain only one voucher waiting
list, when a RANEDP voucher is available for utilization. Only households who meet this
definition of non-elderly disabled households are eligible to be selected from the HCV waiting
list based on LHA established preferences, date and time of the application.

Veterans Affairs Supportive Housing (VASH) vouchers:

In accordance to FR-5213-N-01, the waiting list for VASH vouchers is maintained by the
Veterans Affairs Medical Center (VAMC)and referrals for the VASH voucher utilization will
come from the VAMC

. Cancellations:

Requests to cancel an application are required in writing. LHA will accept other forms of
communication other than writing to accommodate a disability.

All applications not meeting eligibility requirements within the established time frame will be
canceled.

Applicants who are contacted regarding Section 8 funding and or/updates to their application
or eligibility and fail to respond, will be canceled and removed from the waiting list.

(a) LHA does not accept responsibility for mail loss or delays.

(b) If the applicant did not notify LHA in writing of a change in address as required, LHA
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will not be responsible for the applicant’s failure to receive the request.
(c) LHA will include deadline dates in all letters requesting information or responses.
(d) If a letter is returned by the United States Postal Service with a forwarding address
within Lancaster County, LHA will re-send the letter.

4. Reinstatement due to extenuating circumstances will be at the discretion of the Housing
Supervisor or Manager.

5. Ifanapplicant with a disability fails to comply with a requirement within the required time frame
for a reason verified to the applicant’s disability, the applicant will be reinstated.
F. Purging:

The waiting list will be purged approximately once a year to eliminate any inactive applications and
reduce unnecessary administrative burden.

G. Closing of Waiting List:

The closing of the waiting list will be announced by public notice in a newspaper. Public notice will
be made when application intake is resumed in accordance with 24 CFR 982.206. Should there
be insufficient applications for the Mainstream Vouchers during a closed waiting list, the waiting list
will be reopened until it reaches sufficient number of applications for the Mainstream Voucher
program.
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Section Ill.
Preferences for Selection
(982.207)

The Lincoln Housing Authority ( LHA) will use preferences for the tenant-based vouchers. The
project-based voucher preferences may differ from the tenant-based vouchers and are described
in the Project-Based Section of this plan.

Tenant Based Voucher Program preference policies are as follows. Lincoln Housing Authority
gives a higher priority during the tenant-based voucher selection to applicants who are currently
eligible for one (1) or more preferences. LHA will operate a weighted preference system using
assigned points to determine the waiting list selection order. The applicant with the highest number
of points is selected from the waiting list in accordance with the date and time of the application.
The most points an applicant can receive is 3 points (2 points if applicant meets the criteria for a
primary preference and 1 point for RentWise certification). Families, elderly and disabled are to
be selected from the waiting list before a single, non-disabled or non-elderly regardless of
preference status.

When the head of household or co-head qualify for one (1) or more the following verified primary
preferences; Homeless, Disaster, Domestic Violence. or Military then a weight of two (2) points
is assigned. If the head of household or co-head qualifies for the secondary preference, Nebraska
RentWise certification, then the weight of one (1) point will be assigned. Applicants with a primary
preference and secondary preference are assigned a maximum total of three (3) points. Based on
this weighted point system applicant’s with a primary preference will always be served before
applicant’s with only a secondary preference.

The head of household or co-head will be permitted to use a preference for the waiting list one-
time within a five year period from their last housing assistance termination date.

A. Primary preferences are as listed below in random order with no hierarchic system:
1. Homeless: Applicants terminated or evicted from a LHA program or unit will not be eligible
for a homeless preference [Section 91.5]. A homeless family includes:
(a) A family that lacks a fixed, regular and adequate night-time residence; and
(b) A family that has a primary night-time residence that is:
(i) a supervised shelter designed to provide temporary living accommodations
including welfare hotels, congregate shelters, state transitional housing
programs, other transitional housing, and nursing facilities;

(i) an institution providing a temporary residence for individuals
intended to be institutionalized (does not include jail);

(iii) a public or private place not designed for, or ordinarily used as a regular
sleeping accommodation for human beings.

2. Disaster: Displaced by fire ( excluding tenant caused fires), flood or storm. Such displacement

must be recent and continuing; the displacement must have occurred within the last three
months of the requested preference. Verifiable by Red Cross or other government agency.
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Domestic Violence: Displaced by domestic violence - actual or threatened violence against
one or more members of the applicant family by a spouse or other member of the household.
Such applicants must have been forced to move because of domestic violence or lives with
a person who engages in domestic violence. Such violence must be recent or continuing and
the displacement must have occurred within the last three months of the requested
preference. Applicants who have been approved within the last three months for a VAWA-
based emergency transfer by another VAWA cover housing provider qualify for this
preference. Applicants displaced by domestic violence must certify that the person who
engaged in such violence will not reside with the applicant family unless LHA has given
advance written approval. If the family is admitted, LHA may deny or terminate assistance to
the family for breach of this certification. An active protection order would be an acceptable
form of verification.

Military: Households who must end their participation with the LHA Voucher program due to
the head of household or spouse being placed in active military duty and the remainder of the
household leaving the unit for longer than 180 days.

Secondary preference is listed below.

RentWise: The applicant’s head of the household or co-head must have completed the
Nebraska RentWise educational series. A copy of the RentWise Certificate of Completion is
an acceptable form of verification. Once the applicant ( head of household or co-head) is
admitted to the voucher program using this preference, they are not eligible to use this
preference for future re-admissions to the program.

Verifications: The family must provide proper verification they are eligible for a preference
at the time of application or any time while on the waiting list. The family must qualify for the
preference at the time the family is selected from the waiting list. If, at the time the formal
application is processed, it is determined the family does not qualify for a preference at the
time of the waiting list selection, the family will be placed on the waiting list in a non-preference
status according to the date and time of the original application. The family may reapply for
preference status at any time.

1. Acceptable forms of verification for all preferences are government agencies, law
enforcement, public or private shelters, clergy or social service agencies.

2. Time frames: The verification is valid for ninety (90) calendar days after receipt by
LHA. If the applicant is not housed within ninety (90) calendar days, the preference
must be re-verified at the time the family is selected from the waiting list.

Changes: Any change in family preference status must be reported by the family in writing

within ten (10) calendar days of the change. LHA will accept other forms of communication
other than writing to accommodate a disability.
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Five-year Preference Limitation: Any head of household or co-head, who was previously
admitted to the voucher program administered by Lincoln Housing Authority and utilized any
preference may only be granted a waiting list preference if five (5) years have lapsed since the
end of their participation with the Housing Choice Voucher program.

Page 17 of 143



Section IV.
ELIGIBILITY FOR ADMISSION
(24 CFR Subpart E)

LHA will only admit an eligible family to the program. To be eligible, the applicant must be a
“family”, income eligible, have legal capacity, be a citizen or a non-citizen who has eligible
immigration status, pass criminal history checks and either owe no money to any PHA or meet
repayment and vacate owing requirements. (982.201).

A. Family Composition: A family includes, but is not limited to, the following, regardless of
actual or perceived sexual orientation, gender identity, or marital status.

1.

7.

Two or more people who share residency with their income and resources available
to meet the family’s needs. They must provide evidence of a stable family
relationship. Evidence may include any of the following:
(a)  birth certificate of child(ren)
) joint tax return
) prior lease (held jointly)
) insurance policies (with other party as beneficiary)
) prior joint credit history
f) documentation as determined by LHA.

Pregnant woman with no other children. Once the pregnant woman is admitted, she
will be considered the remaining family member of the tenant if the pregnancy is
terminated, miscarried or parental rights are terminated.

Elderly person who is sixty-two (62) years or older.
Disabled person as defined by HUD.

Temporary absences-Temporary Absences may include children in Foster Care,
Spouse gone for less than six month, Student, Joint Custody and in the Military.
Refer to Section VII E. “Income, Deductions and Total Tenant Payment “ and
“Temporary Absence “ for specific definitions.

Familial Status: One or more individuals under the age of 18 being domiciled with a
parent or another person having legal custody of an individual(s), or the designee of
such parent or other person with such custody has written permission from such
parent or other person.

Any other single person.

B. Legal Capacity: The Head of the Household must be capable under state law of entering into
a contract, at least 18 years of age, legally emancipated in the State of Nebraska, or married.

C. Income: Annual income must not exceed income limits established by the U.S. Department
of Housing and Urban Development (HUD) ( 50% median income by household size). If the
applicant reports an income change after admission to the waiting list which may result in
income ineligibility, they may be maintained on the waiting list at maximum income limit
allowable (982.201(b).
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Citizenship: Every family member who receives assistance must be either a citizen of the
United States or non-citizen who has eligible immigration status in accordance to 24 CFR part
5. Assistance will be pro-rated to any eligible mixed family who requests assistance (Subpart
E 5.500).

1. Notification: All applicants will be notified of the requirement to provide verification
of their citizenship status. The notification shall be in the language understood by
the applicant when feasible.

2. Verification Requirements: A signed declaration of Section 214 status and proof of
their citizenship or eligible immigration status is required for all household members
unless they are a non-contending citizen or immigrant. One of the following
verifications must be provided within ten (10) calendar days of request date:

Birth certificate, US passport or naturalization papers;

USCIS card or other USCIS documentation; and

S.A.V.E verification;

Signed verification consent form when USCIS requests secondary verification
to be submitted.

(e) Other forms of government documentation that can provide proof of name, birth
date and citizenship status.

(a
(b
(c
(d

~—_ — — —

Note: An extension for the time to provide requested verifications may be
extended upon supervisory approval and will be granted when delays are
caused by USCIS.

. Criminal History Checks: All adult household members ( 18 years or older) must pass a
criminal history check prior to notification of admission. See Section XIXI on
Terminations/Denials.

Veterans Assistance Supportive Housing (VASH) vouchers: LHA will only verify the applicant
is not listed on a state sex offender register all other Criminal History disqualifications are not
considered under the VASH program.

. Repayment/Vacate Owing Requirements: LHA will check the “vacate owing