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STANDARD OPERATING PROCEDURES 
HOUSING QUALITY STANDARDS (HQS)

The Brazoria County Housing Authority conducts HQS inspections on all units for initial move-in and annually thereafter during assisted occupancy.  Special inspections or complaint inspections are conducted upon request by the owner or tenant.  The initial move-in inspection must meet the housing quality standards and the rent must be determined reasonable according to the rents charged for unassisted units in the area.  A unit must meet these requirements prior to the execution of the HAP contract.  Annual inspections shall be conducted 90-120 days prior to the anniversary month of the contract. 
 
Brazoria County Housing Authority makes all efforts to ensure compliance with SEMAP indicators related to inspections and HQS in accordance with the HUD’s Housing Choice Voucher Program Guidebook (7420.10G Chapter 10 page 10-31).

Quality Control inspection will be conducted by a supervisor or qualified designee to re-inspect a sample of units during the fiscal year that meets the sample size for quality control of HQS inspections.  The re-inspection sample is to be drawn from the number of units under HAP contract at the end of the previous physical year. The sample process will include the following:

· The sample size shall be in accordance with the guidelines listed on page 10-31, Table 10-1 of the 7420.10G Housing Choice Voucher Program Guidebook.  Example:  The total number of units under contract for prior physical year end is 442 the sample size should be 14.

MINIMUM SIZE OF THE PHA’S QUALITY CONTROL SAMPLW (HOUSING CHOICE VOUCHER PROGRAM GUIDEBOOK)
	
Universe
	
Minimum number of files or records to be sampled

	50 or less
	5

	51-600
	5 plus 1 for each 50 (or part of 50) over 50

	601-2000
	16 plus 1 for each 100 (or part of 100) over 600

	Over 2000
	30 plus 1 for each 200 (or part of 200) over 2000 



· The supervisor or qualified designee will generate from the HAPPY SYSTEM a printout of the most recent completed inspections that were conducted within the last three (3) months prior to the date of the quality control re- inspection.
· The supervisor or designee will use the printout to randomly select units for the quality control re-inspection.
· The information concerning the units randomly selected will be entered in the HAPPY SYSTEM by the supervisor or designee who will also generate and mail out the written notices to the tenant and landlord.  This notice advises them of the scheduled inspection date and time for the QC inspection.    
· The sample size will include units under contract in various towns/cities within the jurisdiction of Brazoria County.
· The inspection samples will include a cross-section of initial and annual inspections as well as the various inspectors who conducted the inspections.
· The QC inspection is conducted by the supervisor or designee.
·  The result of each QC inspection will be recorded in an inspection booklet (checklist) such as the one attached.  The results will be identified as pass, fail, or inconclusive
· The fail items will be identified as owner or tenant responsibility.
·  A log of all QC inspections along with a copy of the inspection checklist is retained in the supervisor’s office in a file, and the original is placed in the tenant file. 
· If the QC inspection fails, the supervisor/designee generates a fail notice from the HAPPY SYSTEM and mails it to the landlord and tenant listing the deficiency as tenant or landlord responsibility with a time frame for the repair to be corrected.
· If the fail item is considered an emergency the tenant and the landlord will be advised the day of the inspection regarding the repair.  Emergency repairs are allowed 24 hours for the repair to be corrected irrespective to the days of the week.
· If the fail item is a non-emergency the landlord and tenant will be advised of the time frame for the repair to be corrected. The time frame for the repairs to be corrected may be 14 days to 30 days depending on the severity of the deficiency.  
· The supervisor/designee will schedule a date for the re-inspection.
· If the unit fails the re-inspection and the fail items are owner/landlord responsibility and the 30 days for the repairs to be corrected has expired, the supervisor/designee will send a written notice to the tenant to contact the Housing Specialist for an appointment to get a RTA to relocate. 
· The supervisor/designee will submit written documentation to abate the HAP payment. 
· The HQS quality control file will be documented by the supervisor/designee and copies of all information will be placed in the QC file and the originals given to the Housing Specialist.
· The supervisor/designee will notify the Housing Specialist to give the owner/landlord a written 30 day notice to terminate the contract.
· If the unit fails the QC re-inspection for tenant related deficiencies, the supervisor/designee will send a written notice stating the time frame for the repairs to be corrected.  If the repairs are not corrected within the time frame allowed the tenant will be provided a notice of termination and a copy of the notice sent to the landlord.
· If the unit passes the QC re-inspection, the information will be documented in the QC file and a copy of the inspection will be placed in the file in the supervisor’s office, and the original inspection will be placed in the tenant file.
· The QC inspections will be compared with the annual inspection recently completed by the inspector.  Discrepancies between the two (2) inspection reports will be evaluated.  Discrepancies categorized as inspector error are catalogued and reviewed with the inspector. The review is to be instructional and informational, not punitive. 
· The supervisor will analyze the results of the QC inspection on a monthly basis considering the work done by the inspector and determining the necessary feedback and any needed training.






HOUSING QUALITY STANDARDS (HQS)
INSPECTION PROCEDURES

The Brazoria County Housing Authority conducts a HQS inspection on all units for initial move-in, and annually thereafter while the unit is under a HAP contract.  Special inspections or complaint inspections are conducted upon request by the owner, and tenant.  The initial move in inspection must meet the housing quality standards and the rent must be determined reasonable according to the rents charged for unassisted units in the area.  A unit must meet these requirements prior to the execution of the HAP contract.  Annual inspections shall be conducted 90-120 days prior to the anniversary month of the contract.

Initial Inspection

· The initial inspection will be conducted within fifteen (15) days from the date the RTA is received or from the date the PHA is notified that the unit is ready for inspection.  
· If for any reason the unit is not ready once the Request for Tenancy Approval is submitted to the PHA, the owner may be allowed fourteen (14) days to make the unit ready.  If the unit is not ready within two weeks the tenant will be notified to pick up another RTA to select another unit unless approved by the supervisor for an additional time for the owner to make the unit ready.
· The landlord and/or family will be notified verbally or in writing no more than one (1) to fifteen (15) days of the date and time for the inspection
· Once the unit is inspected, the family and owner must be provided a copy of the inspection checklist or a written letter of the inspection results (pass or fail).
· If the unit fails inspection, the owner will be allowed only two (2) re-inspections within a thirty day period. 
· The initiation of payment to the landlord will not be done until tenancy approval is established and the unit passes the HQS requirements.

RELATED SEMAP INDICATOR – Indicator 11 Pre-contract HQS Inspections – Newly leased units must pass HQS inspection before HAP Contract effective date. 

Points
· 5 points – 98-100 percent passed prior to the effective date
· 0 points – Less than 98 percent passed prior to effective date

1. BCHA will ensure that only units that pass HQS will be allowed to enter the program.
2. BCHA will ensure that the HAP contract is executed only after the unit passes inspection.
3. The BCHA will sample the client files and conduct an internal audit with results obtained using the form attached.
4. A determination of the files reviewed will determine whether HQS inspection pass date was the day of the inspection, or prior to the HAP contract effective date.





Annual Inspection

· Annual inspections are to be conducted 90 to 120 days prior to the anniversary month of the contract.
· HQS deficiencies, which cause a unit to fail, must be corrected by the owner/landlord within the time frame allotted unless the unit failed for tenant/participant responsibility items.
· Reasonable hours to conduct an inspection are between 9:00 a.m. and 4:00 p.m.
· The family will be notified in writing, or by phone, at least one day prior to the inspection date that the inspector will be out to conduct the annual inspection.
· If any deficiencies are cited, the PHA will schedule a re-inspection to determine whether the deficiency has been corrected.
· If the family misses two (2) inspection appointments, they will be considered to be in violation of the Family Obligations and their assistance may be terminated in accordance with the termination procedures in the BCHA’s Administrative Plan.

Time Frame for Repairs

The HAP payment to the owner will be abated if the owner fails to comply with the notification to correct a HQS violation within the time frame specified in the notice.

· Life-threatening HQS violations must be corrected within twenty-four (24) hours by the owner/landlord or by tenant, if tenant is responsible for causing the deficiency.
· For non-emergency items, repairs must be corrected within thirty (30) days.
· Extensions may be granted in lieu of abatement in the following cases:
1. There is an unavoidable delay in completing repairs due to difficulty in obtaining parts.  (Owner must provide evidence of the difficulty)
2. Inclement weather that cause a delay in roof repair or exterior painting.
· Extensions will be granted for a period not to exceed thirty (30) days.  Abatement will be processed after the thirty days.

SEMAP Indicator 6 - HQS Enforcement

The PHA must ensure that when a unit fails a HQS inspection if deficiencies are not corrected within the required time frame that the following occurs:

1. The housing assistance payment to the owner is stopped (abated) when the owner fails to make the repairs within the time frame specified.  (See notice attached)
2. Take prompt action to enforce family obligations if the deficiency is the fault of the tenant.  The owner is not responsible for a breach of HQS as a result of the family’s failure to pay for utilities for which the family is responsible under the lease or for damages caused by the tenant.

For the purpose of determining whether HQS is enforced, the PHA will select a sample size with a failed status even if the unit later passed inspection to ensure that proper action was taken to abate payment, or continue payment with no interruption.  

If deficiencies are not corrected within the required time frame, the following action must be taken:
· Stop/abate housing assistance payments
· Take prompt action to enforce family obligations

Special/Complaint Inspection

Special inspections include quality control audit inspections, or other special inspections done by the PHA or HUD.  Complaint inspections may be conducted at the request of the owner/landlord, tenant or other interested parties.

· The PHA may conduct special inspections based on information from third parties such as neighbors or public officials.
· The inspector may review only the items that were reported, however, if the inspector notices other deficiencies the responsible party will be required to correct the deficiency within a specified time frame.
· The owner/landlord will be provided a notice with a copy of the inspection report that identifies the violations.  The notice will specify the time allowed for corrections.
· The PHA will advise the owner/landlord as to when they will be back out to verify the corrections.
· If the anniversary date is within 120 days of the special inspection, the special inspection may be categorized as the “annual inspection” and all appropriate procedures involving the annual re-exam process is to be followed.  

SEMAP Quality Control Inspections

Quality Control inspections are conducted by a supervisor or a designated qualified staff member. The sample size varies depending upon the universe identified below.    HUD allocated Brazoria County Housing Authority 560 vouchers.  The sample size will depend upon the universe for the end of the prior physical year end.  Example:  If at the prior physical year end there were 442 units under a HAP contract the universe would be   
	Universe
	    Minimum number of files or records to be sampled

	
	

	50 or less
	5

	51-600
	5 plus 1 for each 50 (or part of 50) over 50

	601-2000
	16 plus 1 for each 100 (or part of 100) over 600

	Over 2000
	30 plus 1 for each 200 (or part of 200) over 2000



                                                   
The universe is determined as listed below:

1. SEMAP Indicator 2, Rent reasonableness:  number of families assisted.
2. SEMAP Indicator 5, HQS quality control inspections:  number of units under HAP contract during the last completed PHA fiscal year;
3. SEMAP Indicator 6, HQS enforcement:  number of fail HQS inspections in the last year.

SEMAP Indicator 11 and 12 are determined by data submitted by BCHA to HUD through MTCS.
RENT REASONABLENESS

Before approving the rent to an owner, the Brazoria County Housing Authority will gather data on a variety of units in the area of the unit to be assisted.  The data will be used in a comparability study using the nine factors in the rent reasonableness procedure to determine reasonable rent. 

HQS QUALITY CONTROL INSPECTIONS

A supervisor or qualified designee will conduct inspections on recently completed inspections on units under contract during the last physical year.  The sample size is to be based on the number of units under HAP contract during the last completed fiscal year.  The sample is to be drawn from the most recent unit inspections that were conducted within three (3) months of the last inspection, and is to represent a cross section of the county. The sample size is determined by the chart included in this document. 

· The quality control inspection is to ascertain whether each inspector is conducting accurate and complete inspections, and to ensure that there is consistency among inspectors in the application of HQS.
· As a means of training, the results of the quality control inspections will be reviewed with the inspector and any omitted violations will be brought to the inspector attention along with any necessary training.
· The quality control inspection reports are compared with the annual inspection reports recently completed by the inspection staff.  Discrepancies between the two (2) inspection reports are evaluated.  Discrepancies categorized as inspector error are catalogued and reviewed with the inspector.  The review is to be instructional and informational, not punitive.

SEMAP – Indicator 12, Annual HQS Inspection (The PHA inspects each unit under a HAP contract at least annually, meaning within 12 months from the date of the last full inspection)

Points
· 10 points – Less than 5 percent inspections late
·   5 points – 5-10 percent late
·   0 points – More than 10 percent late

Sample Size for Quality Control Inspection

The PHA must inspect, as a quality control sample, a minimum file sample based on the number of units under HAP contract for the previous fiscal year.  The file sample will be determined by the following:  the number of units under contract during the last physical year.  Example: If 442 units were

	Estimated Families Assisted
Prior Fiscal Year
	
Number of files to be selected

	50 or Less
	5

	51-600
	5 plus 1 for each 50 (or part of 50) over 50

	601-2000
	16 plus 1 for each 100 (or part of 100) over 600

	Over 2000
	30 plus 1 for each 200 (or part of 200) over 2000



QUALITY CONTROL INSPECTIONS
SEMAP SELF-ASSESSMENT
Indicator 5

Sample Size      (The sample size is larger than what was under contract at the end of the previous fiscal year)
	

Tenant Name
	

Unit Address
	

Owner Name
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The universe is the number of units under HAP contract at the end of the previous fiscal year.   

HQS ENFORCEMENT
SEMAP SELF-ASSESSMENT
INDICATOR 6


OWNER/TENANT FAILS

	

Family Name
	

Owner Name
	Annual Insp Date
	
Re-insp
Date
	
Extension
Date
	Deficiency
Corrected
Y/N
	

Action Taken*

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




*Enter number code in column “Action Taken”
 
 Contract Terminated
PRE-CONTRACT HQS INSPECTIONS
SEMAP SELF-ASSESSMENT
INDICATOR 11

	
Family Name
	HQS Inspection
Pass Date
	HAP Contract
Effective Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




ANNUAL HQS INSPECTIONS
SEMAP SELF-ASSESSMENT
Indicator 12

This assessment determines whether inspections are conducted within 12 months from the last date.  This is not to determine whether the unit passed inspection within the twelve month period.

	
Family Name
	
Unit Address
	Last Annual Insp Date
	Current Ann Insp
Date
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