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1 Chapter 1: Program Overview & General Information

1.1 Overview

The housing choice voucher (HCV) program is the federal government's major program for assisting low-
income families, the elderly, and the disabled to afford decent, safe, and sanitary housing in the private
market. Since housing assistance is provided on behalf of the family or individual, participants are able
to find their own housing, including single-family homes, townhouses and apartments.

The participant is free to choose any housing that meets the requirements of the program and is not
limited to units located in subsidized housing projects.

Housing choice vouchers are administered locally by public housing agencies (PHAs). The PHAs receive
federal funds from the U.S. Department of Housing and Urban Development (HUD) to administer the
voucher program.

A family that is issued a housing voucher is responsible for finding a suitable housing unit of the family's
choice where the owner agrees to rent under the program. This unit may include the family's present
residence. Rental units must meet minimum standards of health and safety, as determined by the
Department.

A housing subsidy is paid to the landlord directly by the Department on behalf of the participating family.
The family then pays the difference between the actual rent charged by the landlord and the amount
subsidized by the program. Under certain circumstances, if authorized by the Department, a family may
use its voucher to purchase a modest home.

1.2 Roles

Once the Department approves an eligible family's housing unit, the family and the landlord sign a lease
and, at the same time, the landlord and the Department sign a housing assistance payments contract
that runs for the same term as the lease. This means that everyone -- participant, landlord and
Department -- has obligations and responsibilities under the voucher program.

1.2.1 Applicants and Participants

When a family selects a housing unit, and the Department approves the unit and lease, the family signs
a lease with the landlord for at least one year. The participant may be required to pay a security deposit
to the landlord. After the first year the landlord may initiate a new lease or allow the family to remain
in the unit on a month-to-month lease.

When the family is settled in a new home, the family is expected to comply with the lease and the
program requirements, pay its share of rent on time, maintain the units in good condition and notify
the Department of any changes in income or family composition.
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1.2.2 Owners and Property Managers

The role of the owner in the voucher program is to provide decent, safe, and sanitary housing to a family
at a reasonable rent. The dwelling unit must pass the program's housing quality standards and be
maintained up to those standards as long as the owner receives housing assistance payments. In
addition, the owner is expected to provide the services agreed to as part of the lease signed with the
participant and the contract signed with the Department.

1.2.3 US Department of Housing and Urban Development

To cover the cost of the program, the Unites States Department of Housing and Urban Development
(HUD) provides funds to allow PHAs to make housing assistance payments on behalf of the families.
HUD also pays the Department a fee for the costs of administering the program. When additional funds
become available to assist new families, HUD invites PHAs to submit applications for funds for additional
housing vouchers. Applications are then reviewed and funds awarded to the selected PHAs on a
competitive basis. HUD monitors PHA administration of the program to ensure program rules are
properly followed.

1.2.4 Puerto Rico Department of Housing

The Puerto Rico Department of Housing (the Department) administers the voucher program within the
Commonwealth of Puerto Rico. The Department provides a family with the housing assistance that
enables the family to seek out suitable housing and the Department enters into a contract with the
owner to provide housing assistance payments on behalf of the family. If the owner fails to meet the
owner's obligations under the lease, the Department has the right to terminate assistance payments.
The Department must reexamine the family's income and composition at least annually and must
inspect each unit at least annually to ensure that it meets minimum housing quality standards.

1.3 Jurisdiction

The Department provides service to seventy eight (78) municipalities that encompasses the
Commonwealth, through regional offices strategically located throughout the Island. This offers the
opportunity to serve families in the poorest sectors of Puerto Rico.

1.4 Vision
The vision of the Department is:

That all families in Puerto Rico should have the opportunity to either rent or possess a decent home.

1.5 Mission Statement
To promote adequate and affordable housing, economic opportunity and suitable living environment
free from discrimination.

To promote freedom of housing choice and spatial deconcentration of extremely low and very low
income families of all races and ethnic backgrounds.

To encourage, assist, and facilitate the economic independence of assisted families.
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1.6

Goals and Commitments

The Department will direct its goals to achieve the following major objectives:

1.

7.

Provide decent, safe, and sanitary housing for extremely and very low-income families while
maintaining the rent payments at an affordable level.

Promote freedom of housing choice and spatial de-concentration of extremely and very low-
income families of all races and ethnic backgrounds.

Provide incentives to private property owners to rent to extremely low and very low-income
families by offering timely assistance payments.

Assist the local economy by increasing the occupancy rate and the amount of money flowing to
the community.

Encourage, assist, train, and facilitate the economic independence of assisted families.

Comply in letter and spirit with the Title VI of the Civil Rights Act of 1964 and all other applicable
Federal laws and regulations to insure that occupancy in assisted housing is administered
without regard to race, color, religion, sex, handicap, familial status and national origin.
Provide economic self-sufficiency in homeownership opportunities.

In order to accomplish these goals, the Department will:

1.7

Recognize participants as our ultimate customer.

Improve the Department’s management and service delivery efforts through effective and
efficient management of its staff.

Seek problem-solving partnerships with participants, owners, the community, and government
leadership.

Apply the Departments limited resources to an effective and efficient management and
operation of the Section 8/HCV program.

Responsibilities of the Puerto Rico Department of Housing:
Informing eligible families of the availability of Section 8 assistance.
Receiving applications from families and determining their eligibility for assistance.
Determining the accurate amount of housing assistance payments that can be paid on behalf of
a family.
Inspecting Section 8 units to determine they meet or exceed Section 8 Housing Quality
Standards (HQS).
Reviewing leases to ensure compliance with HUD requirements.
Making timely and accurate Housing Assistance Payments to owners.
Performing annual and periodic re-examinations of income, family composition and
redetermination of assistance.
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1.8 Regulatory Compliance
The Department is required to comply with all applicable regulations including but not limited to:

24 CFR Part 5: General Program Requirements

24 CFR Part 8: Nondiscrimination based on handicap in federally assisted programs

24 CFR Part 982: Section 8 Tenant-Based Assistance: Housing Choice Voucher Program
24 CFR 983: Property-Based Voucher Program

24 CFR 984: Section 8 and Public Housing Family Self-Sufficiency Program

24 CFR 985: Section 8 Management Assessment Program (SEMAP)

24 CFR 100: Discriminatory conduct under the Fair Housing Act

©® N A WwWN R

28 CFR 35: Nondiscrimination on the basis of disability in state gymt.
1.9 The Administrative Plan

1.9.1 Overview and Purpose of the Plan

The administrative plan is required by HUD. The purpose of the administrative plan is to establish
policies for carrying out the programs in a manner consistent with HUD requirements and local goals
and objectives contained in the Department’s agency plan. This administrative plan is a supporting
document to the Department agency plan, and is available for public review as required by CFR 24
Part 903.

This administrative plan is set forth to define the Department's local policies for operation of the housing
programs in the context of federal laws and regulations. All issues related to the HCV program not
addressed in this document are governed by such federal regulations, local laws, local ordinances, HUD
handbooks and guidebooks, notices and other applicable law. The policies in this administrative plan
have been designed to ensure compliance with the consolidated ACC and all HUD-approved applications
for program funding.

Administration of the HCV program and the functions and responsibilities of the Department shall be in
compliance with the Department's personnel policies and procedures and HUD’s program regulations
as well as all federal, state and local fair housing laws and regulations.

1.9.2 Changes in Regulation or Law

The Department is responsible for complying with all changes in HUD regulations pertaining to the HCV
program. If such changes conflict with this plan, federal law and HUD regulations will have precedence
unless a local law or ordinance has a stricter implementation of the change.

1.9.3 Changes to the Plan / Changes in Local Policies

The Department will make necessary changes to the plan as required by HUD or as necessary in order
to ensure the effective and efficient operation of the program. The Department will always make the
plan available to the public.
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1.9.3.1 Administrative Orders

The Department does not have discretionary authority to issue Administrative Orders to direct policy
related matters. All changes in local policies must be made through an amendment of this
Administrative Plan.

Any and all Administrative Orders issued before and after the effective date of this plan are considered
void and will have no effect on this Plan.

1.9.3.2 Public Hearings
The Department is not required to hold public hearing prior to requesting approval of the Plan unless
changes are significant and deviate from the Department’s Annual or 5-Year Plan.

1.9.4 Approval of the Plan
The Secretary is appointed by the Governor of the Commonwealth of Puerto Rico. Such appointment

also delegates the authority to approve the Plan and any changes to it.
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2 Chapter 2—Fair Housing and Equal Opportunity

2.1 Overview

This chapter explains the laws and HUD regulations requiring the Department to affirmatively further
civil rights and fair housing in all federally-assisted housing programs. The letter and spirit of these laws
are implemented through consistent policy and processes. The responsibility to further
nondiscrimination pertains to all areas of the Department’s housing choice voucher (HCV) operations.

2.2 Nondiscrimination

2.2.1 Overview

Federal laws require the Department to treat all applicants and participants equally, providing the same
quality of service, regardless of family characteristics and background. Federal law prohibits
discrimination in housing on the basis of race, color, religion, sex, national origin, age, familial status,
and disability. The Department will comply fully with all federal, state, and local nondiscrimination laws,
and with rules and regulations governing fair housing and equal opportunity in housing and
employment, including:

Title VI of the Civil Rights Act of 1964

Title VII of the Civil Rights Act 1968 as amended in 1988 by Fair Housing Act

Executive Order 11063

Section 504 of the Rehabilitation Act of 1973

The Age Discrimination Act of 1975

Title Il of the Americans with Disabilities Act (in tandem with Section 504 and the Fair Housing
Act)

Violence Against Women Act of 2005 (VAWA)and its 2013 Reauthorization

8. When more than one civil rights law applies to a situation, the laws will be read and applied

o U A wWN R
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together, in order to provide the highest level of protection to the protected class in question.

9. Any applicable state laws or local ordinances and any legislation protecting individual rights of
participants, applicants, or staff that may subsequently be enacted, that in any way do not
conflict on their face or as applied with federal laws, regulations and requirements.

2.2.2 Nondiscrimination
Federal regulations prohibit discrimination against certain protected classes.

The Department will not discriminate because of race, color, sex, religion, familial status, age, disability,
sexual orientation, gender identity marital status, or national origin (called “protected classes”) or other
protected classes under State and local laws, including but not limited to gender identity, military
discharge status,

Familial status includes children under the age of 18 living with parents or legal custodians, pregnant
person people securing custody of children under the age of 18, and the designee of a parent or legal
custodian who has such parent’s or custodian’s written permission.
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The Department will not use any of these factors to:

1. Deny to any family the opportunity to apply for housing, nor deny to any qualified applicant
the opportunity to participate in the housing choice voucher program
Provide housing that is different from that provided to others
Subject anyone to segregation or disparate treatment

4. Restrict anyone's access to any benefit enjoyed by others in connection with the housing
program

5. Treat a person differently in determining eligibility or other requirements for admission
Harass or create an intimidating, hostile, or offensive environment with respect to any
protected class

7. Steer an applicant or participant toward or away from a particular area based any of these
factors

8. Deny anyone access to the same level of services

9. Deny anyone the opportunity to participate in a planning or advisory group that is an integral
part of the housing program

10. Discriminate in the provision of residential real estate transactions

11. Discriminate against someone because they are related to or associated with a member of a
protected class

12. Publish or cause to be published an advertisement or notice indicating the availability of
housing that prefers or excludes persons who are members of a protected class.

2.2.3 Providing Information to Families and Owners

The Department will take steps to ensure that families and owners are fully aware of all applicable civil
rights laws. As part of the briefing process, the Department will provide information to HCV applicant
families about civil rights requirements and the opportunity to rent in a broad range of neighborhoods
[24 CFR 982.301]. The Housing Assistance Payments (HAP) contract informs owners of the requirement
not to discriminate against any person because of race, color, religion, sex, national origin, age, familial
status, sexual orientation, marital status, or disability in connection with the contract. The Department
will further notify participants during their admissions and annual recertification of their right to the file
discrimination complaints with HUD if they believe their fair housing rights have been violated.
Participants will be provided with HUD’s contact information: 787-766-5400.

2.2.4 Discrimination Complaints

If an applicant or participant believes that any family member has been discriminated against by the
Department or an owner, the family should advise either HUD or the Department. If the family chooses
the Department, The Department will promptly locate and gather information, data and records related
to the complaint and will ensure that these are not in any way altered or destroyed. The Department
will make a reasonable attempt to determine whether the applicant’s or participant’s assertions have
merit and take any warranted corrective action. In addition, the Department will provide the applicant
or participant with information about how to file a discrimination complaint directly with HUD [24 CFR
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982.304]. Families interested in filling complaints with HUD, will be provided with a copy HUD’s
complaint form and asked to call HUD al 787-766-5400.

2.2.4.1 Written and Oral Complaints
Applicants or participants who believe that they have been subject to unlawful discrimination may
notify either HUD or the Department either orally or in writing.

2.2.4.2 Attempt to Remedy

The Department will attempt to remedy discrimination complaints made against the Department and
will provide applicants and participants with a copy of the Discrimination Complaint Form and
Procedures.

2.2.4.3 HUD’s Discrimination Complaint Form

The Department will provide a copy to applicants and participants of HUD's discrimination complaint
form and the information on how to complete and submit the form to HUD’s Office of Fair Housing and
Equal Opportunity (FHEO), by calling 787-764-5400.

2.2.4.4 Retaliation

The Department will not intimidate, coerce or retaliate against complainants employees or any other
person who exercised, enjoyed, alded or encouraged the exercise or enjoyment of fair housing rights
and will continue to treat them in a professional and courteous manner.

2.3 Policies Related to Persons with Disabilities

2.3.1 Overview

One type of disability discrimination prohibited by the Fair Housing Act is the refusal to make reasonable
accommodation in rules, policies, practices, or services when such accommodation may be necessary
to afford a person with a disability the equal opportunity to use and enjoy a program or dwelling under
the program.

The Department will ensure that persons with disabilities have full access to the Department’s programs
and services. This responsibility will begin with the first inquiry of an interested family and will continue
through every programmatic area of the HCV program.

2.3.2 Definition of Reasonable Accommodation

A person with a disability may require special accommodations in order to have equal access to the HCV
program. The types of reasonable accommodations the Department can provide include changes,
exceptions, or adjustments to a rule, policy, practice, or service. Federal regulations stipulate that
requests for accommodations will be considered reasonable if they do not create an "undue financial
and administrative burden" for the Department, or result in a “fundamental alteration” in the nature of
the program or service offered. A fundamental alteration is a modification that alters the essential
nature of the Department’s operations.
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2.3.2.1 Types of Reasonable Accommodations
When needed, the Department will modify normal procedures to accommodate the needs of a person
with disabilities.

Examples include:

1. Permitting applications and reexaminations to be completed by mail
Conducting home visits
Extending the time necessary to acquire documents and otherwise participate in the regular
reexamination process

4. Using higher payment standards (either within the acceptable range or with HUD approval of
a payment standard outside the Department range) if the Department determines this is
necessary to enable a person with disabilities to obtain a suitable housing unit

5. Providing time extensions for locating a unit when necessary because of lack of availability of
accessible units or special challenges of the family in seeking a unit

6. Permitting an authorized designee or advocate to participate in the application or certification
process and any other meetings with Department staff

7. Displaying posters and other housing information in locations throughout the Department's
office in such a manner as to be easily readable from a wheelchair

8. Assisting mobility-impaired families by providing them with a list of available Sec. 8 dwellings.

2.3.3 Request for an Accommodation

If an applicant or participant indicates that an exception, change, or adjustment to a rule, policy,
practice, or service is needed because of a disability, HUD requires that the Department treat the
information as a request for a reasonable accommodation, even if no formal or written request is made
[Joint Statement of the Departments of HUD and Justice: Reasonable Accommodations under the Fair
Housing Act].

The family must explain what type of accommodation is needed to provide the person with the disability
full access to the Department’s programs and services.

If the need for the accommodation is not readily apparent or known to the Department, the family must
explain the relationship between the requested accommodation and the disability. There must be an
identifiable relationship, or nexus, between the requested accommodation and the individual’s
disability.

If the individual with a disability is unable to submit their request in writing, the Department will assist
the individual to put their request in written form.

Decisions to approve or deny requests for reasonable accommodations will be made on a case-by-case
basis. If the applicant/participant disagrees with the denial of the reasonable accommodation, the
applicant may request an informal review or the participant may request an informal hearing or contact
HUD al 787-766-5400.
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2.3.4 Verification of Disability
The regulatory civil rights definition for persons with disabilities is provided in Exhibit 2-1 at the end of
this chapter.

The definition of a person with a disability for the purpose of obtaining a reasonable accommodation is
much broader than the HUD definition of disability which is used for and income allowances.

Before providing an accommodation, the Department will determine that the person meets the
definition of a person with a disability, and that the accommodation will enhance the family’s access to
the Department’s programs and services.

If a person’s disability is obvious or otherwise known to the Department, and if the need for the
requested accommodation is also readily apparent or known, no further verification will be required
[Joint Statement of the Departments of HUD and Justice: Reasonable Accommodations under the Fair
Housing Act].

If a family indicates that an accommodation is required for a disability that is not obvious or otherwise
known to the Department, the Department will verify that the person meets the definition of a person
with a disability, and that the limitations imposed by the disability require the requested
accommodation.

When verifying a disability, the Department will follow the verification policies provided in HUD
guidance. All information related to a person’s disability will be treated in accordance with the privacy
policies provided in this Plan. In addition to the general requirements that govern all verification efforts,
the following requirements apply when verifying a disability:

2.3.4.1 Third Party Verification

Third-party verification must be obtained from an individual identified by the family who is competent
to make the determination. A doctor or other medical professional, a peer support group, a non-medical
service agency, or a reliable third party who is in a position to know about the individual’s disability may
provide verification of a disability [Joint Statement of the Departments of HUD and Justice: Reasonable
Accommodations under the Fair Housing Act]

The Department must obtain verification of a Request for Reasonable Accommodation from a
knowledgeable professional identified by the family. The Department will document its attempt to
obtain verification. Verification by third party includes U.S. postal service, fax, email, and when all other
means fail, hand-carried by the family or verbally by a telephone call initiated by the Department.
However, if verification is not returned by the knowledgeable professional within thirty (30) calendar
days, the family must follow-up with knowledgeable professional.

If a family member’s disability and continuing need for an accommodation is apparent, the family will
not be required to re-verify their need for the accommodation. If the disability and need for the
accommodation is not obvious and the accommodation is of such a nature that requires annual
verification (such as live-an-aide), the Department will request re-verification during each re-exam.
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If the accommodation is such that does not require annual verification (such as service animal), then
the family will be exempted from the “Department’s annual re-verification requirement.

2.3.4.2 Request for Information
The Department will request only information that is necessary to evaluate the disability-related need
for the accommodation. The Department will not inquire about the nature or extent of any disability.

2.3.5 Approval/Denial of a Requested Accommodation

2.3.5.1 Overview
[Joint Statement of the Departments of HUD and Justice: Reasonable Accommodations under the Fair
Housing Act].

The PHA must approve a request for an accommodation if the following three conditions are met:

The request was made by or on behalf of a person with a disability.
There is a disability-related need for the accommodation.

3. The requested accommodation is reasonable, meaning it would not impose an undue financial
and administrative burden on the PHA, or fundamentally alter the nature of the PHA’s HCV
operations (including the obligation to comply with HUD requirements and regulations).

Requests for accommodations must be assessed on a case-by-case basis, taking into account factors
such as the cost of the requested accommodation, the financial resources of the PHA at the time of the
request, the benefits that the accommodation would provide to the family, and the availability of
alternative accommodations that would effectively meet the family’s disability-related needs.

Before making a determination whether to approve the request, the PHA may enter into discussion and
negotiation with the family, request more information from the family, or may require the family to sign
a consent form so that the PHA may verify the need for the requested accommodation.

2.3.5.2 Determination
After a request for an accommodation is presented, the Department will respond to the family within
30 calendar days.

If the Department denies a request for an accommodation because it determines it is not reasonable (it
would impose an undue financial and administrative burden or fundamentally alter the nature of the
Department’s operations), the Department will discuss with the family whether an alternative
accommodation could effectively address the family’s disability-related needs without a fundamental
alteration to the HCV program or without imposing an undue financial and administrative burden.

If the Department believes that the family has failed to identify a reasonable alternative accommodation
after interactive discussion 