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DHA Procedure on Converting to Site-based Waiting Lists 
1.00
General

1. Site-based waiting lists (SBWL) are being established for all public housing properties.  Tax Credit and project-based section 8 properties already have SBWL.

2. Site-based waiting lists give applicants a choice of where they would like to receive a unit offer.
a. SBWL reduce the time needed to fill vacant units;

b. SBWL reduce the number of refusals;

c. The waiting list is a more accurate reflection of the real market for our properties.

3. At every property, we will have a separate list for the UFAS accessible units, since those, by definition, must be offered first to current resident families with member who needs the accessibility features, second to an applicant family with a member who needs the accessibility features and last to an applicant family without a member who needs the accessibility features but who agrees to transfer when someone does need the accessibility features.

1.01
Determining the average waiting time, by unit size and type, at each property

1. Before applicants can be offered a choice of sites, DHA must be able to tell them how long they would probably have to wait at each property.  This will require capturing the following data:
a. For every property, the length of time between application and admission for the last 3 applicants admitted from the waiting list to each size unit.  (So if a property has only efficiency and one bedroom units, we would look at the most recent 3 admissions to efficiency and one bedroom units.)

b. At the family properties, this will be more complex because there are more unit types, but we need the same data.
c. We will compare the results from this process to the number of families on the PH waiting list and the length of time they have been waiting.
1.02
Preparing the Site-based waiting list conversion package

1. The first step in updating the waiting list is to prepare an Update/Conversion Package.  

2. The Package should contain:

a. a letter explaining the update and waiting list selection process, including the fact that the applicant can choose “first available unit” for the speediest unit offer; and 

b. A brochure (which does not have to be returned to DHA) that lists all the properties that have units of the size (# bedrooms) and type (accessible or non-accessible) the applicant needs with the following information:

1) The address of each property and description of the neighborhood where it is located;

2) The number of units, by size at each property;

3) The average length of wait by unit size at each property (this is typically expressed in months)  Some PHAs handle this as a separate flyer because it is subject to change:

4) The average size in square feet of units at the property;

5) The type of housing offered (e.g. townhomes, single family, duplex, walk-up apartments, high rise building)

6) The amenities offered at each property (appliances provided in the apartments, site amenities);

7) Description of neighborhood amenities (for example, in West Dallas, the YMCA, the new Community College, Goodwill, Habitat for Humanity, etc.);
8) Names of public schools that serve the property;

9) Description of public transportation (now and planned) that serves the property;

10) A photo of the property; and
c. An invitation with the time and location of a briefing session applicants can attend to get more information about the site selection process and individual properties; and

d. a form the applicant either fills out and mails back or brings in (if the applicant needs assistance in completing the form) and 

e. a stamped envelope addressed to DHA.  

3. Applicant files are reviewed so that any applicants who have disabilities are contacted in the manner they have requested.

1.03
Disseminating the Update Package

1. The update package is mailed by first class mail to each applicant, except that persons with disabilities who requested an alternative form of communication are provided with the update package using the communication method they have requested.  Use the automated database to determine which applicants have requested alternative forms of communication.

2. In addition, several copies of the update package are sent to agencies and organizations that advocate for applicants.  Examples of such agencies include, but are not limited to 

a. Social Security/SSI offices; 

b. Public Assistance Offices; 

c. Bureau of Employment Security/Unemployment office; 

d. Agencies that work with people with specific disabilities (Alliance for the Mentally Ill, Lighthouse for the Blind, Community Health Law Project, PACT programs, the ARC. etc.); 

e. Agencies that serve the homeless; 

f. Organizations that assist battered individuals; 

g. Legal Aid; 

h. Easter Seal Society; 

i. A contact shall be identified at each agency sent Update Packages so DHA can call and determine whether additional packages are needed.

3. In addition to sending the Update Packages to each applicant and advocacy organizations, DHA advertises, using a display ad, not a legal ad, in at least two papers of general circulation and one Spanish language paper, to let applicants know: 

a. that DHA is updating the list; and

b. where applicants go to obtain a Package if they do not receive one at home.

4. The Update Package gives applicants one calendar week from the date when the Update Package is received by the applicant to respond to DHA, either by 

a. mailing back the Update form (in the envelope provided); or 

b. attending a scheduled briefing session to learn more about the process and the properties; or

c. hand carrying it back to DHA Occupancy Office.

1.04
Applicants Who Fail to Respond:  Second Notice

1. DHA enters update information in the applicant database as it is returned by applicants. 

2. Envelopes returned by the Post Office because of a lack of a forwarding address will NOT be opened by DHA, but will be filed unopened in the applicant file.

3. The list of all Packages returned is updated daily.  

4. Three weeks after the first mailing, a second mailing will be sent out to all applicants from whom a response has not been received.  Note that the response may be the original package returned by the Post Office if the Post Office has no forwarding address for the family.   

5. The second mailing will not include the SBWL conversion form or the brochure.  It is just a letter that instructs the applicant to come to DHA to obtain and complete an Update Form in person at the Occupancy Office.  

6. Applicants must produce a picture ID in order to update their applications at the Occupancy Office. 

7. DHA will have Occupancy Technicians available to help applicants complete the Update package.

8. Applicants will have one calendar week from the date the second letter is received to report, in person, to DHA.

9. The applications of families who do not respond to the second update letter will be withdrawn.

1.05
Reasonable Accommodation of Applicants with Disabilities

1. DHA provides reasonable accommodations for applicants with disabilities.  

2. Such reasonable accommodations include but are not limited to:

a. Providing update materials in formats requested by applicants;

b. Providing sign language interpreters for applicants with hearing impairments;

c. Permitting applicants to be represented by a family member, advocate, case worker or other person designated by the applicant;

d. Contacting the applicant in the manner designated by the applicant;

e. Conducting interviews or completing paperwork at a site other than DHA Occupancy Office for applicants who cannot come to the office for some reason connected with a disability.

f. Granting extended time for response to persons who cannot respond within the timeframes described above because of a disability;

g. Reinstating applicants with disabilities who do not respond in the timeframes described above because of a verified reason connected to a disability.

1.06.
Completing the Waiting List Update

1.
After all the responses have been received from applicants who confirm their continued interest in DHA’s public housing program, the Occupancy Staff: 

a. complete the data entry of the conversion forms; and 

b. establish new site-based waiting lists;

1) Applicants retain their original date and time of application on each list;
2) People who elect “first available unit offer” are listed on all SBWLs;

3) As applicants are placed on the new SBWL, data will be entered showing all the properties where they are listed;

4) When applicants accept a unit offer, their names are removed from the SBWL where they did not receive offers;

5) If an applicant refuses a unit offer, his/her name is removed from all SBWL and he/she is not permitted to reapply for public housing for 12 months.

c. re-order the waiting list according to the updated information on 

1) Applicant current address;

2) Current telephone number;

3) Amount of annual income;

4) Source of income;

5) Family and household composition;

6) Qualification for preferences; 

7) Need for accessible apartment features or reasonable accommodations

2.
The reordered waiting list will likely be very different from the previous list because it is typical that the above information changes, sometimes dramatically, over time.
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