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MANCHESTER HOUSING AUTHORITY POLICIES

Personal Rules and Regulations Town of Manchester by the Sea

Statement on drug free workplace

Anti-Descrimination Policy-Discriminatory Harassment Policy 2010
Sexual Harassment Policy 1988

Equal Opportunity Policy Statement

Affirmative Action Plan

Personal Policy 8/12/1998 updated and approved 10/10/2022
Standard Emergency Case Plan Exceptional Case Plan

Occupancy Policy

. Reasonable Accommodation Policy&Procedures revised 11/17/2021
Noise policy
Grievance Procedure Policy Revised 11/27/2021
Rent Collection Policy Revised 4//21/2021
Pet Policy needs update
Non Smoking Policy 12/18/2015
Procurement Policy 12/21/2016
Credit Card Policy 12/18/2015

Travel Policy 3/23/2016

Equipment Capitalization and Depreciation Policy Inventory Policy 3/23/2016

Investment Policy 3/23/2016

Disposition Policy 3/23/2016

Lease for State Aided Housing

Manchester Housing Riles and Regulations Applicable to Occupancy of Dwelling Units Qv
Organizational Chart

Abandoned Unit Policy 12/18/2019
. Snow Policy 12/18/2019
. Wage Match Policy 09/16/2020
. Garden Policy 5/19/2021
. Tenant on Tenant Harassment 9/15/2021
. Regional Legal Service Program 12/15/2021
. Language Access Plan 6/15/2022
. Fair Housing Plan/Goal 6/15/2022
. Parking Policy 8/20/2025
. Transfer Policy 3/15/2025

. Lease up Policy & Procedures
. Tenant Reimbursement Policy
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MANCHESTER HOUSING AUTHORITY INC.

RULES AND REGULATIONS
APPLICABLE TO OCCUPANCY OF DWELLING UNITS
667 Program and 705 Program

PURSUANT TO DWELLING LEASE SECTION 3 G

The tenant and members of his/her household, and their guests shall comply with
all laws and Town ordinances affecting the use or occupation of the premises: and
with all rules or regulations now or hereafter adopted by the management for the
safety, comfort, and welfare of the occupants of the development, in conformance
with DHCD Tenant Participation Regulations currently in effect.

The tenant shall not waste nor unreasonably use water or electricity. No car washing
is allowed.

The tenant shall, at all times, keep the apartment in a clean and sanitary condition.

The tenant shall comply with reasonable directions of the management concerning the
maintenance of grounds adjacent to the leased dwelling. In any event, it shall be

the prime responsibility of the tenant: (I.) to maintain in a clean and orderly manner

the grounds adjacent to his/her dwelling: (2) not to construct fences on the property
without the approval of management: (3) not to store business-related equipment (lobster
traps, boats, etc.) on the grounds adjacent to his/her dweliing; (4) notto construct
storage sheds, eic. on the property without the approval of management: {(8) to  keep
clean from snow or ice the front, side and rear walks, steps, porches of his dwelling

and parking area. This shall be done in such a manner as not to interfere with others
who are under the same obligation. THIS PROVISION SHALL NOT APPLY TO
ELDERLY DEVELOPMENTS OR ANY HOUSEHOLD WHOSE SOLE MEMBER IS
ELDERLY OR DISABLED/NEEDING SPECIAL APPLIANCES AND/OR WHEELCHAIR.

The tenant shall install no new locks without the cansent of the management. Duplicate
keys to the locks of all exterior doors shall be securely kept at the management office.

The tenant will be held strictly responsible if by their own negligence, for any loss or
damage to another dwelling, as well as hisfher own, resulting from the overflow of toilets

sinks, bath tubs or lavatories in his/her dwelling.

The tenant shall take every due precaution to prevent fires; and he/she shall store no
quantity of flammable materials, in or about the premises, that would create a fire hazard.
At no time shall the tenant store flammable materials of any description in the

cellar space. No additional of electrical wiring to be done by tenants and/or contractors
engaged by tenants without the approval by management and inspection by the wiring
inspector, Town of Manchester. Tenants are not to use outdoor grills on porches.

Sidewalks and passages or porches shall not be obstructed nor be used for any purpose
other than ingress to or egress from dwellings. Except as herein-after expressly
provided otherwise, there shall be no obstruction of the common areas or common
facilities, nor shall anything be stored in the common areas or common facilities except
in designated trash storage areas, nor shall common areas or common facilities

be used for the general storage of personal property.
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RULES AND REGULATIONS
APPLICABLE TO OCCUPANCY OF DWELLING UNITS

667 Program and 705 Program

PURSUANT TO DWELLING LEASE SECTION 3G

The tenant and members of his/her houshold, and guests shall comply with

all laws and Town ordinances affecting the use or occupation.of the premises:
and with all rules or regulations now or hereafter adopted by the management
for the safety, comfort, and welfare of the occupants of the development, in
conformance with EOCD Tenant Participation Regulations currently in effect.

The temant shall not waste nor unreasonably use water or electricity. No
car washing is allowed. :

The tenant shall, at all times, keep the apartment in a clean and sanitary
condition.

The tenant shall comply with reasonable directions of the management concerning
the maintenance of grounds adjacent to the leased dwelling. 1In any event, it
shall be the prime responsibility of the tenant: (1) to maintain in a clean

and orderly manner the gounds adjacent to his/her dwelling: (2) not to construct
fences on the property without the approval of management: (3) not to store
business-reléted'equipment (lobster traps, boats, .etc.) on the grounds adjacent
to his/her dwelling: (4) not to construct storage sheds, etc. on the property
without the approval of management: (5) to keep clean from snow or ice the
front, side and rear walks, 'steps, porches of his dwelling and the parking
area.  This shall be dome in such a manner as not to interfere with others

who arevunder the same obligation. This provision shail not apply to elderly
developments or any household whose sole member is elderly or disabled/needing
special appliances and/or wheelchair.

The tenant shall install no new locks without the consent of the management.
Duplicate keys to the locks of all exterior doors shall be securely kept at the
management office.

The tenant.shall be held strictly responsible if by their own negligence, for

any loss or damage to another dwelling, as well as his/her own, resulting from
the overflow of toilets, sinks, bath tubs or lavatories in his/her dwelling.

The tenant shall take every due precaution to prevent fires; and he/she shall
store no quantity of flammable materials, in or about the premises, that would
create a fire hazard. At no time shall the tenant store flammable materials of
any description in the cellar space. No additional of electrical wiring‘

to be dome by tenants and/or contractors engaged by tenants without approval

by management and inspection by the wiring inspector, Town of Manchester.

‘Tenants are not to use outdoor grills on porches.

Sidewalks and passages or porches shall not be obstructed nor be used for any
purpose other than ingress to, or egress from dwellings. Except as herein-—
after expressly provided otherwise, there shall be no obstruction of the
common areas or common facilities, nor shall anything be stored in the common
areas or common facilities except in designated trash storage areas, nor shall
common areas or common facilities be used for the general storage of personal

property.



9. ©No tenant may cause or permit anything to be painted, stained, chalked,
charcoaled, crayoned, pastelled, water colored or any coloring applied to
a glass surface or any window visible from the exterior of any unit, or on
any exterior wall of any building or exterior surface of any wall or door
of any unit, or upon any surface of any common area. No tenant may, without
oY the prior written approval of management, affix any sign, awning, canopy,
shutter, window guard, ventilator, fan or any other object to any window
of any unit or decorate any exterior surface of any dwelling unit or any
surface of any common area.

Notwithstanding the foregoing, any tenant may, without the prior written
approval of management, affix to any window a sticker, not larger than
three square inches, indicating to fire or rescue personnel the presence
of a child or disabled person in the case of fire or a sticker indicating
that person within the unit has be.en marked for identification, or any-
other public safety or crime prevention sticker. -

10. No adhesives shall be used in laying carpets, rugs or linoleum on the
floors of the tenant's dwelling unit. No nails, bolts, or screws shall be
placed in the walls, floors, or trim in the premises; and no wall covering shall
be placed on the walls, except of such type and in such manner be approved,
in writing, by management.

11. Plumbing and electrical fixtures shall not be used for any purposes other
than those for which they were designed.

12. No aerial wires of any description or television antennas shall be installed
on thebuildings or in the yards. Central antenna have been provided by
‘management. No changes affecting the appearance of the exterior of any
buildings or unit, including the "exclusive common areas" of any unit shall
Py be made -without the prior written comnsent of the management.

Automobiles registered to the tenants shall be parked in designated parking

areas for residents. No unregistered automobiles shall be stored in parking

areas.

Charges may be incurred on various items (lockouts, replacement of glass,

screens, keys, etc. and charges for work on apartments due to negligence

of tenants). Such charges are subject to change, and the tenant organization
~will be -notified in writing pursuant to Section 7.2 of the Tenant Regulations.)

To avoid damage to the heating and plumbing systems during cold weather, the
tenant shall notify the management at least twenty-four (24) hours in advance
of the time heat is to be discontinued in the dwelling: and the tenant shall
maintain heat therein until such time as the management, or its representative,
has given assurance that the heat may be discontinued.

Damage by fire or accident affecting the unit, common areas, Or common
facilities or the liability of the tenants, or the authority, will be promptly
reported to the authority immediately following the occurence thereof.

The tenant shall be strictly responsible for compliance with all Town
ordinances and other Town regulations applicable to the method of disposal

of trash and garbage. The tenants shall comply with and conform to all
applicable laws and regulations of the Town of Manchester and shall indemnify
and hold the Manchester Housing Authority, Inc. harmless from all fines and
penalties, costs and prosecutions for the violation thereof or non-compliance
therewith.

Any consent or approval given under these rules and regulations may be added to
amended, or revoked at any time with reasonable cause.







MANCHESTER HOUSING AUTHORITY

Statement on a Drug-Free Workplace

This Statement is provided pursuant to the Drug~Free
Workplace Act of 1988

The unlawful manufacture, distribution, dispensation, possession, or use
of a controlled substance is prohibited on any premises owned, operated or
assisted by the Manchester Housing Authority. Appropriate disciplinary
action, which may include termination, will be taken against Manchester
Housing Authority employees for violation of this prohibition.

"Controlled substance'" for purposes of this Statement means a controlled
substance listed in schedules 1 through V of Section 202 of the Controlled
Substance Act (21 U.S.C. Section 812 ) and as further defined by federal
regulation. (21 C.F.R. Sections 1300.11 through .15) This list includes
but is not limited to marijuana, heroim, PCP, cocaine and amphetamines.

A condition of employment for work under grant received by Manchester
Housing Authority from any federal agency, is that each employee directly
engaged in the performance of work funded by such a grant will:

1. Abide by the terms of this Statement, and

2. Notify Manchester Housing Authority of his or her criminal drug statute
conviction for any violation occuring in the workplace of Manchester
Housing Authority no later than 5 days after such conviction.

a. "Conviction" means a finding of guilt (including a plea of nolo
contendere) or impostion of sentence, or both, by any judicial
body charged with responsibility to determine violation of the
Federal or State (including the District of Columbia) criminal
drug statutes.

b. "Criminal drug statute' means a criminal statute involving manufacture,
distribution, dispensation, use or possession of any controlled
substance.

A sanction will be imposed on any employee so convicted. Within 30 days
after receiving notice of the conviction;

a. Manchester Housing Authority will take appropriate disciplinary action
against such employee, up to and including termination; or

b. Manchester Housing Authority will require such employee to satifactorily
participate in a drug abuse assistance or rehabilitation program approved
for such purpose by a Federal, State or local health, law enforcement,
or other appropriate agency.

This notice supplements and does not replace, personnel rules applicable to all

employees of the Manchester Housing Authority.
MANCHESTER HOUSING AUTHORITY

Jane H. Metrano, Chairman

A copy of this Statement was received by

f
H

this S0 day of

/S L l 9 1: /‘ !”

(Employee Signature)



MANCHESTER HOUSING AUTHORITY

PROGRAM FOR A DRUG-FREE WORKPLACE

The Manchester Housing Authority seeks to have a drug-free workplace.

In accord with the Drug-Free Workplace Act of 1988 and to promote drug-free
awareness among employees, the Manchester Housing Authority, through posting
of notices and discussions with employees, will inform employees that;

1. Drug abuse in the workplace creates a dangerous environment in
the workplace for the employee engaged in the drug abuse and
endangers the health, safty and welfare of all employees and other
persons in the workplace.

2. It is the policy of the Manchester Housing Authority to maintain a
drug-free workplace. The illegal manufacture, distribution,
possession or use of drugs, or acting under the influence of drugs,
in this workplace is strictyly prohibited.

3. Information will be available on a confidental basis from the
Office on public and private drug counseling,rehabilitation, and
employee assistance programs, upon the request of any employee.

4. Penalties may be imposed upon employees for drug abuse violaiton,
up to and including termination of employment.
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Toward A Drug-Free Workplace

Gloucester Demographics:

237 of Addicts Work Regularly: 75!

CHIPPERS - 55 . HARDCORE - 20
Perform satisfactorily; Out of Control: attendance,
behave normally; frequent absences from
maintain acceptable immediate work area; frequent
attendance visits to medical facility;
. perfarmance; appearance;
0f the last five death on-the-job bebhavior.

1n Gloucester: 3 Chippers
Normal alertness to change
will detect drug abuse.

Loss of Productivity - Poor Quality Work — Abhsenteeism -
Low Morale - Disruptive Mcods —~ Thett - Increased Benefit Costs
Turn Over Costs - Increased Accidents — Loss of Personal Time

Recent research shows that an average of 10% cf emplovees are
onlv 757 productive because thev are coping with substance abus
marital, fimancial or legal problems. You can estimate the cost
Lo your own ZoTmpany by multiplying your amnus! payroll X .10 X

ls
v LD



WARNING SIGNS OF DRUG ABUSE

Early Warning Signs:

Late for work frequently

Leaving post temporarily (often)

Abnormal absenteeism — full day, half day,
Fridays, day after payday or after holidays
Unusual excuses for absences .
Decreased quality of work
Mood changes after work

Slow moving - stoned

Pinned Eyes — Dilated Eves
Work pace - erratic

Mondays,

W N -

¥

NONGC U D

.

Later Warning Signs:

1. Increase in real minor illnesses -~ stomach pailns

and flu-like symptoms
2. Reduced quality of work,
and in the afternoon
3. Unusual and numerous requests for time off.
vacations in pieces
4. Credit problems
S Bruises resulting from
6. Slurred language
7
8
9

particularly around lunch

Taking

"off the job" accidents

Impaired decision—-making ability

Increased personal calls

Extraordinary attention paid to appearance -

trying to prove nothing is wrong

1¢. Personality changes - rapid mood changes,
nervousness, highly sensitive, sarcastic and
suspicious, belligerence and anger

1. Preoccupaticn with personal problems

increased

The importance of recognizing these daenger signals is that
they can help to detect drug problems among employees.
any report should indicate only that a drug problem

owever
s
2C255a ll/ CORS ., T ©25P0 51013 Uy

may exlst, not that it
ot your company 1s to report deviations from normal work
patterns. Professionals 1in medical and mental health fields

will diagrose the type of problem and proposed remediatic:
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" SIGNS THAT MAY INDICATE

DETERIORATING PERFORMANCE

Use this list to remind yourself of general signs to be watching
for. Also, i{f you notice declining work performance in an
employee, check the list to see 1f there is a pattern. Remember

to document your observations.
*Increased Absenteeism

Unexcused absences
Excessive disability

Repeated short absences

Improbable excuses for absences

Abnormally high absences for minor illnesses
Excessive tardiness

*"On-The~-Job" Absenteeism

Continued absences from desk/work station
Increased number and length of "coffee breaks," increasingly
long lunches, increased number of trips to rest room
Physical illness on the job (headaches, stomachaches, etc.)
"Secret" meetings and discussions with fellow employees

*Concentration Problems

Work requires greater effort
Jobs and projects take longer
Easily distracted

*Confusion

vifficulty in recalling instructions 2nd details ‘
Increasing difficulty in handling and ccmpleting assignments

Difficulty in recalling own mistakes
*Spasmodic Work Patterns

Extremes of high or low productivity
Sudden improvement in performance
Sleeping or drowsiness on the job

Extremes in guality of work
Having to put in extra hours to finish
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Employees who are harmfully involved with drugs are

a) absent 146 times as often

b)Y 1in eccidents 4 times as often

c) collecting 3 times the sick benefits

d) collecting § times the compensation claims
f) 60 - 457 as effective when at work

as employees who are not involved with drugs.
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*Lowered Job Efflciency

Missed deadlines

Increased number of errors
Wasted time and material
Poor declision making

*Friction With Other Employees

Blaming or making excuses for poor performance
Over-reaction to real or imagined criticism
Wide swings in mood

Complaints from co-workers

Unreasonable resentments

Avoldance of associates

Irratibility

*Unusual Behavior
Temper tantrums
Physical violence
Emotional outbursts

*High Accident Rate

Accidents on the job
Acclidents away from workplace






Manchester Housing Authority, Inc.

POST OFFICE BOX 608
MANCHESTER-BYTHE-SEA, MASSACHUSETTS 01944

(508) 526-1850

JOMASS. 1363 °

MANCHESTER HOUSING AUTHORITY
ANTI-DISCRIMINATION POLICY

1. PROHIBITION- The Authority does not discriminate and will not condone
discrimination by or against any of its officers, agents, servants, employees,
tenants, applicants for employment or applicants for housing. Breach of this
policy will be quickly dealt with as follows:

2. COMPLAINTS- If you believe you have been discriminated against or harrassed
for any reason, you may file a complaint.

3. COMPLAINT PROCEDURE- (A) All Complaints must be submitted in writing and
signed by the charging party. (B) The complaint must specify, in detail, what
occurred and when, and should include the names of all witnesses,and any
supporting documents. (C) All complaints will be treated with the utmost
confidentality. (D) The complaint will be investigated by the Executive Director
of the Authority. If your complaint is against this person, you may instead
file it with the Chairman of the Board of Directors of the Authority or

the Office of (hief Counsel, Executive Office of Communities and Development,

100 Cambridge St. Boston MA. who will designate a neutral person to investigate.
(E) The investigation shall begin within 7 days and will be completed within

30 days, unless compelling reasons prevent this from occurring. (F) The
investigating officer will, at a minimum separately interview and obtain written
statements from the charging party, the person charged and any witnesses.

(G) The officer will take all reasonable steps consistent with a thorough
investigation of the complaint to protect the confidentiality of charging

party and will instruct all those he/she deals with to do the smae. (H) The
officer will prepare a written report of his/her findings and will forward that
report to the Board or Executive director for implementation of any suggested
official response (i.e. discipline of an employee, appropriate treatment of

the application, decision of inability to determine validity of the charge. etc.).
(I) The officer should attempt to mediate and resolve the disput short of
official action. The officer must remain at all times a completely neutral
party. (J) A copy of the report will be given to the charging party and the
person charged. Official copies will be maintained confidentally by the Authority.
(K) If either party wishes to submit further information they may within 7 days
of receiving the report . If new information is forthcoming the investigating
officer shall reconsider the report.

4, RETALIATION- It is unlawful to retaliate against a person for filing a complaint.
The Authority forbids any retaliation against any person for filing a complaint.

5. DISTRIBUTION- A copy of this Policy shall be posted in the Management office of
the Manchester Housing Authority and available to all tenants, employees, applicants
for employment, applicants for tenancy, and to third parties.




Manchester Housing Authority, Inc.
POST OFFICE BOX 608
MANCHESTER-BYTHE-SEA, MASSACHUSETTS 01944
(508) 5261850
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EXTRACT

Manchester HOUSING AUTHORITY

REGULAR MEETING

March 1, 1993  5:30 p.m.

MOTION: Upon a Motion by Lee Thomas, seconded by Arthur Collins, that the Manchester Housing
Authority adopt an Anti-discrimination Policy for immediate implementation at the said Authority and
that a copy of this vote and Policy be submitted to EOCD for their review and approval, VOTED 5 tg 0.

s
Gbanne H. Graves,”PHM
Executive Director and Secretary,

Manchester Housing Authority Board




MANCHESTER-BY-THE-SEA

BOARD OF SELECTMEN e  TOWNHALL

Manchester-by-the-Sea, Massachusetts 01944-1399
Telephone (978) 526-2000 FAX (978) 526-2001

POLICY 2010-1: DISCRIMINATORY HARASSMENT POLICY

L Introduction

It is the goal of the Town of Manchester-by-the-Sea (the "Town") to promote a
workplace which is professional, treats all of those who work here with dignity and
respect, and is free of discriminatory harassment of any type. Discriminatory harassment
consists of unwelcome conduct, whether verbal or physical, that is based on a
characteristic protected by law, such as gender, race, color, national origin, ancestry,
religion, age, disability, genetics, military status, sexual orientation, or participation in
discrimination complaint-related activities (retaliation).

The Town of Manchester will not tolerate harassing conduct that affects
employment conditions, that unreasonably interferes with an individual’s performance,
that creates an intimidating, hostile, or offensive work environment, or that interferes
with any individual’s ability to conduct business with the Town.

Any retaliation against an individual who has complained about discriminatory
harassment or retaliation against individuals for cooperating with an investigation of a
discriminatory harassment complaint is similarly unlawful and will not be tolerated.

The Town takes allegations of discriminatory harassment seriously will respond
promptly to complaints of discriminatory harassment and, where it is demonstrated
satisfactorily that such harassment occurred will act promptly to eliminate the harassment
and impose such corrective action as is necessary, including disciplinary action where
appropriate.

1I. Definition of Discriminatory Harassment

“Discriminatory Harassment” means unwelcome conduct, whether verbal or physical,
that is based on a characteristic protected by law. Discriminatory Harassment includes,
but is not limited to:

a. Displaying or circulating written materials or pictures that are degrading to a
person or group as previously described;

b. Verbal abuse, slurs, derogatory comments, or insults about, directed at, or
made in the presence of an individual or group as previously described.



VII. State and Federal Remedies

In addition to the above, if you believe you have been subj ected to discriminatory
harassment, you may file a complaint with either or both of the following government
agencies:

1. The United States Equal Employment Opportunity Commission
JFK Federal Building, Room 475
Boston, MA 02203
(617) 565-3200

2. The Massachusetts Commission Against Discrimination
Boston Office:
One Ashburton Place - Rm. 601
Boston, MA 02108
(617) 994-6000

Action
Referred to the Board of Selectmen for first reading: November 1, 2010
Referred to the Board of Selectmen for second reading: November 15,2010

Approved by vote of the Board of Selectmen: November 15,2010



Manchester Housing Authority, Inc.
POST OFFICE BOX 608

MANCHESTER-BY-THE-SEA, MASSACHUSETTS 01944
TEL: (508) 526-1850 FAX: (508) 526-1604
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MINUTES-REGULAR MEETING-January 22, 1996-The Plains, Community Hall, Manchester,
MA

The REGULAR MEETING of the Manchester Housing Authority Board was held on Monday, January
22, 1996 at the Community Hall, The Plains, Off Old Essex Road, Manchester, MA at 5:30 p.m. Upon
ROLL CALL, the following members were present/absent:

ABSENT: PRESENT: ALSO PRESENT:
Virginia L. Doane, Chairman Joanne Graves
Arthur B. Collins Executive Director
David Lumsden
Bruce MacDonald

Lee J. Thomas

CORRESPONDENCE

MINUTES - Upon a Motion by David Lumsden, seconded by Bruce MacDonald, that the Minutes of the
December 5, 1995 REGULAR MEETING be_ approved as distributed, yoted 5 to 0.

OLD BUSINESS:

1. Tenant Update - No vote necessarv/taken.

2. Development Potential - No vote necessary/taken.

3. IY'96 MHA EBudgets - Undate. No vote necessary/taken.

4. Sewer Lift Station/Contract - Upon a Motion by Arthur Collins, seconded by Lee Thomas, that the
MHA accept, pending EOCD field staff/OCS approval, as complete, the work in connection with its
Contract with Larchmont Engineering, and that the Contracting Officer of the Authority be herein

authorized to execute a Certificate of Final Completion and ATA Application for Payment in the amount
of $10,010.00 (face of the Contract), to be submitted to EOCD for their review and approval, voted 5 to 0.

5. Sexual Harassment Policy - Upon a Motion by David Lumsden, seconded by Bruce MacDonald, that
the MHA adopt, pending review by N.S. Legal Pilot Atty. Mary John Boylan , a Sexual Harassment
Policy as drafted 12/04/95 with modifications, to be submitted after successful review to the Executive
Office of Communities and Development for their review/approval, voted St0 0.

6. MHA Personnel Policy - Upon a Motion by Bruce MacDonald, seconded by David Lumsden, that the
MHA adopt a Revised Personnel Policy effective this date, to be submitted to the Executive Office of
Communities and Development for their review/approval, voted 5 to 0,

NEW BUSINESS:

1. 760 CM.R. 53..00, Regulations Governing the Alternative Housing Voucher Program - Upon a
Motion by Lee Thomas, seconded by David Lumsden, that the MHA adopt the provisions in entirety of
760 C.MLR. 53.00, Regulations Governing the Alternative Housing Voucher Program as promulgated
by the Executive Office of Communities and Development, effective immediately, and that said EOCD be
advised of this adoption, voted 5 to 9.




Minutes - February 3, 1992 - page 2

NEW BUSINESS:
™

1. NAHRO Legislative Day -~ Mrs. Graves reported on several pleces
of legislation proposed for 1992.

2. EOCD/Budget Guideline FY'93 Meeting - Mrs. Graves reported attending
meetings at EOCD with Paul Johnson, Bill Hetherington, etc. on FY'93
guidelines. It is hoped that bottom-line budgeting will be approved
and additionally that Authorities who do not require operating subsidy
will be allowed more latitude within the Guideline.

3. Drug Free Workplace Statement/Policy- Upon a Motion by Virginia Hughes
seconded by Arthur Collins, that the MHA adopt a Policy for a Drug Free
Workplace, and that Statements be made available for all employees of
the Authority, voted 4 to 0. A copy of this Statement/Policy will be
included in the HUD application.

OTHER BUSINESS:

1. Mr. Thomas, resident of Mill Street, wished to be heard on two concerns:

a. Shortfall of subsidy - Mr. Thomas suggested that any
funds the MHA should require might be requested of the
Town through an appropriation (suggested School Choice Revenues).

b. Federal Funding - suggested that keeping local control was
most important; cited St. Louis as where Federal housing funding
had not worked. Board responded that Section 8§ Certificates
were being applied for, not new construction funds, and thanked
Mr. Thomas for his observations.

BILLS TO BE PAID: Upon a Motiom by Arthur Colilns, seconded by Julia Ware,
that $17,664.77 in payments be zpproved from the Manchester Housing

Authority Revolving Fund, voted 4 to 0.

ADJOURNMENT: Upon a Motion by Arthur Collins, seconded by Virginia Hughes
that the February 3, 1992 REGULAR Meeting be adjourned, voted 4 to 0. The
next REGULAR Meeting will be held on Monday, March 2, 1992 at the MHA at
5:30 p.m.

# st

oanne H. Graves, PHM
Executive Director and Secretary,
Manchester Housing Authority Board




Manchester Housing Authority, Inc.
POST OFFICE BOX 608

MANCHESTER-BYTHE-SEA, MASSACHUSETTS 01944
(508) 526-1850

The REGULAR MEETING of the Manchester Housing Authority Board was held on Monday, March 1,
1993 at the Community Hall, The Plains, Off Old Essex Road, Manchester, Mass. at 5:30 p.m.

Upon ROLL CALL, the followin g members were present/absent:

ABSENT: PRESENT: ALSO PRESENT:
Julia Ware, Chairman Joanne Graves
Arthur Collins Executive Director
Virginia L. Doane
David Lumsden Virginia Hughes, Tenant 667-2

Lee J. Thomas

CORRESPONDENCE: The Board noted as received the Mass. NAHRO Newsletter, statement from
Robert, Finnegan & Lynah, CPA, and noted that it had received no response from the Board of Selectmen
relative to the hydrant lcak.

MINUTES OF THE PREVIOUS MEETING PENDING ADOPTION: Upon a Motion by Arthur Collins.
seconded by Virginia L. Doane, that the MINUTES of the February &, 1993 REGULAR MEETING be
APPROVED as distributed, voted 5 to 0.

WARRANT: The Board reviewed the Warrant,

OLD BUSINESS:

1. Tenant Update - we are at 100% leaseup in all programs.
2. FY '93 Budget Update - no action/vote taken

3. ANTI-DISCRIMINATION POLICY-Upon a Motion by Virginia L. Doane, seconded by Lee
Thomas, that the Manchester Housing Authority adopt an Anti-Discrimination Policy, as distributed by
Model from the Executive Office of Communities and Development, and that a copy of this vote be sent to
EOCD for their review and approval, voted S to 0.

NEW BUSINESS:

1. CM.R 760 5:00 Changes were reviewed; no action/vote taken.

2. Laundry Room-A possible move of laundry room at 667-1 was discussed;
no action/vote taken.






MANCHESTER-BY-THE-SEA

BOARD OF SELECTMEN e  TOWN HALL

Manchester-by-the-Sea, Massachusetts 01944-1399
Telephone (978) 526-2000 FAX (978) 526-2001

POLICY 98-2: SEXUAL HARASSMENT POLICY

L Introduction

It is the goal of the Town of Manchester-by-the-Sea (the "Town") to promote a
workplace which is professional and which treats all of those who work here, represent the
Town as appointed or elected officials, or who have business with the Town with dignity
and respect.

SEXUAL HARASSMENT IS UNLAWFUL AND WILL NOT BE TOLERATED BY THE TOWN.

Any retaliation against an individual who has complained about sexual harassment
or retaliation against individuals for cooperating with an investigation of a sexual
harassment complaint is similarly unlawful and will not be tolerated.

Because the Town takes allegations of sexual harassment seriously, it will respond
promptly to complaints of sexual harassment and where it is demonstrated satisfactorily that
such harassment occurred, the Town will act promptly to eliminate the harassment and
impose such corrective action as is necessary, including disciplinary action where
appropriate.

IL. Definition of Sexual Harassment
In Massachusetts, the legal definition for sexual harassment is sexual advances,
requests for sexual favors, and verbal or physical conduct of a sexual nature when:
(a) submission to or rejection of such advances, requests or conduct is made either
explicitly or implicitly a term or condition of employment or as a basis for
employment decisions;

or,
(b) such advances, requests or conduct have the purpose or effect of unreasonably
interfering with an individual's work performance by creating an intimidating,
hostile, humiliating or sexually offensive work environment.

These definitions are broad and include any sexually oriented conduct, whether it is
intended or not, by supervisors, employees and, in some instances, third parties, that is
unwelcome and has the effect of creating a work place environment that is hostile, offensive,
intimidating, or humiliating to male or female workers. Prohibited conduct also extends to
any function or activity that is officially sponsored by the Town. While it is not possible for
the Town to list all those circumstances considered to be sexual harassment, the following
are some examples:



authority or recipient of the complaint will then investigate the allegation in a fair and
expeditious manner. The investigation will include a private interview with the person filing
the complaint and with witnesses. He or she will also formally notify and interview the
person alleged to have committed sexual harassment. The investigator may, if necessary,
request written statements in addition to the private interviews.

If the investigation reveals that sexual harassment did occur, the appointing authority
will act promptly to eliminate the offending conduct, and where it is appropriate, will also
impose disciplinary action which could include termination from employment. In addition,
when the investigation is completed through Formal or Informal procedures, the investigator
will inform the person filing the complaint and the alleged harasser of the results of that
investigation, including allegations that have not been sustained.

VI.  Disciplinary Action

If sexual harassment has been committed by a town employee, or an elected or
appointed representative of the Town, the appointing authority will take such action as is
appropriate under the circumstances. Such actions may include: sensitivity training,
counseling, informal or formal reprimands, written or verbal warnings, suspension,
reduction in pay, reduction in duties, transfers, and other formal sanctions including
termination from employment in the case of employees, reprimands, written or verbal
warnings, censure or removal from office in the case of appointed Town representatives, or
censure of an elected official.

VII.  State and Federal Remedies

In addition to the above, if you believe you have been subjected to sexual
harassment, you may file a formal complaint with either or both of the following
government agencies:

1. The United States Equal Employment Opportunity Commission
JFK Building, Room 475
Boston, MA 02023
(617) 565-3200

2. The Massachusetts Commission Against Discrimination
Boston Office:
One Ashburton Place - Rm. 601
Boston, MA 02108
(617) 994-6000

Action

Referred to the Board of Selectmen for first reading: August 6, 1998
Referred to the Board of Selectmen for second reading: September 10, 1998
Approved by vote of the Board of Selectmen: October 1, 1998

Amended by a vote of the Board of Selectmen: November 1, 2010
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BOARD OF SELECTMEN
TowN HALL ¢« 10 CENTRAL STREET

Manchester-by-the-Sea, Massachusetts 01944-1399
Telephone (978) 526-2000 FAX (978) 526-2001

BOARD OF SELECTMEN POLICY
Policy 89-3
Equal Opportunity Policy Statement

The Town of Manchester-by-the-Sea, Massachusetts, recognizing the right of an
individual to work and to advance on the basis of merit, ability and potential without
regard to race, gender , color, disability, creed, religion, national origin, ancestry, age,
genetics, military status, sexual orientation, or participation in discrimination complaint-
related activities ( retaliation)resolves to take necessary measures to ensure equal
opportunity in the areas of hiring, promotion, demotion or transfer, recruitment, layoff or
termination, rate of compensation, in-service or apprenticeship training programs, and all
terms and conditions of employment.

Non-discrimination and equal opportunity are the policies of the Town of Manchester-by-
the-Sea, Massachusetts in all of its programs and activities. To that end, all employees
and elected or appointed representatives of the Town shall take steps to ensure equality
of opportunity in the internal affairs of all departments, as well as their relations with the
public, including those persons and organizations doing business with any agent of the
Town. Each department, in discharging its statutory responsibilities, shall consider the
likely effects which its decisions, programs and activities shall have in meeting the goal
of equality of opportunity. The Town will undertake every possible effort to effectuate
the mandates of Executive Order #227 and the Commonwealth’s civil rights laws and
regulations. '

The policy requires the elimination of discriminatory barriers regarding race, gender,
color, disability, creed, religion, national origin, ancestry, age, genetics, military status,
sexual orientation, and participation in discrimination complaint-related activities
(retaliation). It must also include positive and aggressive measures to ensure equal
opportunity in internal personnel practices and in those programs which can affect-
persons inside as well as outside of town government. This policy includes efforts
necessary to address the effects of present or past discriminatory patterns and action
necessary to guarantee equal opportunity for all people.

Referred to Board of Selectmen for first reading: July 11, 1989
Referred to Board of Selectmen for second reading: July 18, 1989
Approved by Board of Selectmen: July 25, 1989

Amended by Board of Selectmen: February 1, 2010

Amended by the Board of Selectmen: November 1, 2010

Board of Selectmen Policy 89-3: Equal Opportunity Policy Statement






MANCHESTER HOUSING AUTHORITY
™ EQUAL EMPLOYMENT OPPORTUNITY
POLICY
AND
AFFIRMATIVE ACTION PLAN

I.STATEMENT OF POLICY

It is the policy of the Manchester Housing Authority to prohibit discrimination in employment based race,
color, religious creed, national origin, sex, sexual orientation, age, ancestry, disability, marital status,
veteran status, membership in the armed forces, presence of children, or political beliefs with regard to all
matters within its purview. This policy is intended to comply with state and federal laws designed to
promote equal employment opportunity and to remedy the effects of any past or present discrimination
through affirmative action.

The Manchester Housing Authority will not discriminate against employees or applicants for employment in
the terms, conditions or privileges of employment, including but not limited to:

--recruitment, advertising, and processing applications for employment

--hiring, upgrading, promotion, award of tenure, demotion, transfer, layoff, termination, right of return
from layoff, injury or illness, and rehiring

--rates of pay or any other form of compensation and changes in compensation

--job assignments, job classifications, organizational structures, position descriptions, lines of
progression, and seniority lists

--leaves of absence, sick leave or any other leave

--fringe benefits

--selection and financial support for training, professional meetings, conferences and related activities
--employer sponsored activities, including social or recreational programs.

The Manchester Housing Authority will make reasonable accommodation for the known physical or mental
limitations of an otherwise qualified applicant or employee with disabilitiess unless the necessary
accommodation would impose an undue hardship on the operation of its programs.

While carrying out this Policy for Equal Opportunity Employment, the Manchester Housing Authority shall
continue its policy for tenant preference in hiring.

Residency within the local community will not be a prerequisite for employment by the Local Housing
Authority.

The Manchester Housing Authority will ensure that nothing contained in its collective bargaining
agreements will interfere with its ability to promote equal employment opportunity and affirmative action
consistent with this Policy and will make efforts to renegotiate any provision in a collective bargaining
agreement which conflicts with this Policy.
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III.

The Manchester Housing Authority shall ensure that its contractors will not engage in discrimination
prohibited by this Policy and will take affirmative steps to utilize minority and women businesses in
contracts for goods, services, construction and maintenance.

EQUAL OPPORTUNITY OFFICER

The Executive Director is designated as the Equal Opportunity Officer and, as such, shall direct and monitor
the Local Housing Authority’s implementation of this Policy and coordinate efforts to comply with state and
federal law. The Executive Director, as Equal Opportunity Officer, will have the following duties:

--establishment of goals and objectives
--periodic review of hiring and promotion patterns to ensure that goals and objectives are met

--review of the qualifications of all employees to ensure that employees protected by this Policy are
given full opportunities for transfers and promotions. Special and continuing attention shall be given to
all employees protected by this Policy by a systematic review of employment status in order to
maximize their employment opportunities

--periodic review of job descriptions and personnel policies to ensure that they contain no artificial
barriers or non-job related elements which might screen out members of groups protected by this Policy

--periodic review of recruitment practices and policies regarding promotions, layoff, recall, termination,
demotion and discharge

--coordination and supervision of the activities involved in monitoring and reporting on equal
employment opportunity activities

--notification of all third party contractors of obligations with respect to equal employment opportunity

--serving as the recipient of all complaints from all sources including monitoring agencies of the state or
federal government

--receiving, reviewing, and submitting all required equal opportunity reports

IMPLEMENTATION

A. Establishment of Goals and Objectives

On an annual basis, the Equal Opportunity Officer shall conduct a utilization analysis of the Manchester
Housing Authority’s work force, consisting of a breakdown of the representation and utilization of
minorities, women, Vietnam-era veterans and employees with disabilities in each of the following
categories for each department:

--maintenance and service
--clerical
--managerial, technical and professional

The Equal Opportunity Officer shall determine that where the percentage of minorities, women, Vietnam-
era veterans and personnel with disabilities in any job category does not reflect the percentage of members

2



of these groups in the population of the local community or the Standard Metropolitan Statistical Area,
whichever percentage is greater, there is an underutilization in the job category. If an underutilization is

determined, the Equal Opportunity Officer will establish goals for improving the utilization of minorities,
women, Vietnam-era veterans and disabled individuals (hereinafter collectively refered to as “affirmative
action candidates™) in each category for which the underutilization has been determined.

B. Achieving the Goals

Where the Equal Opportunity Officer has determined that the Manchester Housing Authority has not
reached a goal for hiring which has been established pursuant to paragraph I1I A above, then between
equally qualified applicants, preference shall be given in the following order:

--first, affirmative action candidates who are tenants
--second, affirmative action candidates who are not tenants

--third, tenants who are not affirmative action candidates

Where the MHA has not met its goals in more than one category, then between affirmative action candidates
in those categories preference shall be given in the following order: (1) minorities; (2) persons with
disabilities, (3) women, (4) Vietnam-era veterans. Where an affirmative action candidate qualifies in more
than one category, that candidate shall be given preference over other candidates in the highest category for
which he/she qualifies.

C. Recruitment Procedures

The Equal Opportunity Officer will keep a list of the recruitment sources used, during the previous fiscal
year. These recruitment sources will include:

--contacting minority, disabled, women’s and veterans organizations
--publishing in newspapers of regional and local circulation

--utilizing media sources which will reach minorities, women, Vietnam-era veterans and people with
disabilities

--posting job opportunities at the Manchester Housing Authority’s Administration Building,
Management offices and Tenant Association offices

--sending notices of job opportunities to the Division of Personnel Administration and to the Department
of Housing and Community Development .

All recruitment materials will include the phrase “An Equal Opportunity Affirmative Action Employer.”
Job positions will be kept open for an amount of time reasonably calculated to allow affirmative action
candidates to apply. The Authority shall interview at least three qualified applicants, if available, and will
make every effort to include affirmative action candidates among those interviewed.

D. Hiring and Promotion Practices

The Manchester Housing Authority will not use any employment test or selection criteria that tends to
screen out members of groups protected by this Policy. Any tests given will be designed to reflect only the

3



IV.

~

job applicant’s skills, aptitude or education in order to access the applicant’s qualifications for the position.
Pre-employment inquiries or examinations regarding physical or mental condition will only be conducted to

determine an applicant’s ability to perform job related functions, and will only be required of one applicant
if required of all entering employees in the job category.

GRIEVANCES

A. Grievance Procedures

Any employee who believes that she/he has been discriminated against by the Manchester Housing
Authority in violation of this Policy may file a written grievance with the Executive Director, clearly setting
forth the employee’s allegation and the remedy sought. The Executive Director shall schedule a meeting
with the employee and attempt to reach an informal resolution of the matter. If an informal resolution
cannot be reached, the Executive Director will convene a hearing at which the employee will have the right
to speak, to present witnesses and documentary evidence, and to question any witnesses or documentary
evidence against him/her. Within ten (10) days after the hearing, the Executive Director will inform the
employee in writing of his decision.

B. Ngtice

The Manchester Housing Authority shall post in a conspicuous place in the Administration Building, a
notice stating that any individual who believes that he/she has been denied employment, discharged or
discriminated against in compensation or in the terms, conditions or privileges of employment, on the basis
of race, color, religious creed, national origin, sex, sexual orientation, age, ancestry, disability, marital
status, veteran status, membership in the armed forces, presence of children, or political beliefs, has the right
to file a complaint with the Massachusetts Commission Against Discrimination.

CONTRACTS

A. Contracts for Goods and Services

The Manchester Housing Authoritly shall take affirmative action to notify and utilize minority and women
owned businesses whenever it intends to contract for goods or services. The Authority will obtain and
uodate a list of minority and women owned businesses from the State Office of Minority and Women
Business Assistance and make use of the list as a recruitment source.

Whenever the Manchester Housing Authority is required to advertise for bids for such goods or services, it
will send a copy of the advertisement to the State Office of Minority Business Assistance and to the
Department of Housing and Community Development.

B. Construction Contracts

All Manchester Housing Authority contracts for the design, construction, renovation or modernization of
buildings shall contain a provision prohibiting discriminatory practices by the contractor as defined by state
or federal law.



All Manchester Housing Authority construction contracts will also contain such other provisions for
ensuring that a minimum percentage of the contract amount be reserved for minority or women owned

businesses as required by the Department of Housing and Community Development and by the U.S.
Department of Housing and Urban Development.

Vl. RECORDKEEPING AND REPORTING

The Manchester Housing Authority may invite applicants for employment and employees to indicate
whether they are minorities, women, Vietnam-era Veterans, or persons with disabilities, if it states clearly
that the information requested is for use solely in connection with its affirmative action efforts, will be kept
confidential, and is being requested on a completely voluntary basis.

The Equal Opportunity Officer will keep records of:

--the utilization analysis conducted under paragraph 11l A above

--the total number of employees hired each fiscal year including a breakdown of the number of
minorities, women, Vietnam-era veterans, and disabled individuals hired

--a list of recruitment sources utilized during the year
--the goals established to remedy the underutilization

The Equal Opportunity Officer will prepare and submit to the responsible state or federal officials such

~~,  records and annual or other reports as they may require to ascertain compliance with state and federal anti-

discrimination laws.

Policy Adopted on




MANCHESTER HOUSING AUTHORITY
EQUAL EMPLOYMENT OPPORTUNITY
POLICY
AND
AFFIRMATIVE ACTION PLAN

I.STATEMENT OF POLICY

[t is the policy of the Manchester Housing Authority to prohibit discrimination in employment based race,
color, religious creed, national origin, sex, sexual orientation, age, ancestry. disability, marital status,
veteran status, membership in the armed forces, presence of children, or political beliefs with regard to all
matters within its purview. This policy is intended to comply with state and federal laws designed to
promote equal employment opportunity and to remedy the effects of any past or present discrimination

through affirmative action.

The Manchester Housing Authority will not discriminate against employees or applicants for employment in
the terms, conditions or privileges of employment, including but not limited to:

--recruitment, advertising, and processing applications for employment

--hiring, upgrading, promotion, award of tenure, demotion, transfer, layoff, termination, right of return
from layoff, injury or illness, and rehiring

--rates of pay or any other form of compensation and changes in compensation
--job assignments, job classifications, organizational structures, position descriptions, lines of
progression, and seniority lists
--leaves of absence, sick leave or any other leave
--fringe benefits
--selection and financial support for training, professional meetings. conferences and related activities
--employer sponsored activities, including social or recreational programs.
The Manchester Housing Authority will make reasonable accommodation for the known physical or mental
limitations of an otherwise qualified applicant or employee with disabilitiess unless the necessary
accommodation would impose an undue hardship on the operation of its programs.
While carrying out this Policy for Equal Opportunity Employment, the Manchester Housing Authority shall
continue its policy for tenant preference in hiring.
Residency within the local community will not be a prerequisite for employment by the Local Housing
Authority.
The Manchester Housing Authority will ensure that nothing contained in its collective bargaining

agreements will interfere with its ability to promote equal emplovment opportunity and affirmative action
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agreement which conflicts with this Policy.
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1.

The Manchester Housing Authority shall ensure that its contractors will not engage in discrimination
prohibited by this Policy and will take affirmative steps to utilize minority and women businesses in
contracts for goods, services, construction and maintenance.

EQUAL OPPORTUNITY OFFICER

The Executive Director is designated as the Equal Opportunity Officer and, as such, shall direct and monitor
the Local Housing Authority’s implementation of this Policy and coordinate efforts to comply with state and
federal law. The Executive Director, as Equal Opportunity Officer, will have the following duties:
--establishment of goals and objectives
--periodic review of hiring and promotion patterns to ensure that goals and objectives are met
--review of the qualifications of all employees to ensure that employees protected by this Policy are
given full opportunities for transfers and promotions. Special and continuing attention shall be given to
all employees protected by this Policy by a systematic review of employment status in order to
maximize their employment opportunities

--petiodic review of job descriptions and personnel policies to ensure that they contain no artificial
barriers or non-job related elements which might screen out members of groups protected by this Policy

--periodic review of recruitment practices and policies regarding promotions, layoff, recall, termination,
demotion and discharge

--coordination and supervision of the activities involved in monitoring and reporting on equal
employment opportunity activities

--notification of all third party contractors of obligations with respect to equal employment opportunity
--serving as the recipient of all complaints from all sources including monitoring agencies of the state or
federal government

--receiving, reviewing, and submitting all required equal opportunity reports

IMPLEMENTATION

A. Establishment of Goals and Objectives

On an annual basis, the Equal Opportunity Officer shall conduct a utilization analysis of the Manchester
Housing Authority’s work force, consisting of a breakdown of the representation and utilization of
minorities, women, Vietnam-era veterans and employees with disabilities in each of the following
categories for each department:

--maintenance and service
--clerical
--managerial, technical and professional

The Equal Opportunity Officer shall determine that where the percentage of minorities. women. Vietnam-
era veterans and personnel with disabilities in any job calegory does not reflect the percentage of members



of these groups in the population of the local community or the Standard Metropolitan Statistical Area,
whichever percentage is greater, there is an underutilization in the job category. If an underutilization is

determined, the Equal Opportunity Officer will establish goals for improving the utilization of minorities,
women, Vietnam-era veterans and disabled individuals (hereinafter collectively refered to as “affirmative
action candidates™) in each category for which the underutilization has been determined.

B. Achieving the Goals

Where the Equal Opportunity Officer has determined that the Manchester Housing Authority has not
reached a goal for hiring which has been established pursuant to paragraph III A above, then between
equally qualified applicants, preference shall be given in the following order:

--first, affirmative action candidates who are tenants
--second, affirmative action candidates who are not tenants

--third, tenants who are not affirmative action candidates

Where the MHA has not met its goals in more than one category, then between affirmative action candidates
in those categories preference shall be given in the following order: (1) minorities; (2) persons with
disabilities, (3) women, (4) Vietnam-era veterans. Where an affirmative action candidate qualifies in more
than one category, that candidate shall be given preference over other candidates in the highest category for
which he/she qualifies.

C. Recruitment Procedures

The Equal Opportunity Officer will keep a list of the recruitment sources used, during the previous fiscal
year. These recruitment sources will include:

--contacting minority, disabled, women’s and veterans organizations
--publishing in newspapers of regional and local circulation

--utilizing media sources which will reach minorities. women, Vietnam-era veterans and people with
disabilities
--posting job opportunities at the Manchester Housing Authority’s Administration Building,
Management offices and Tenant Association offices
--sending notices of job opportunities to the Division of Personnel Administration and to the Department
of Housing and Community Development .
All recruitment materials will include the phrase “An Equal Opportunity Affirmative Action Employer.”
Job positions will be kept open for an amount of time reasonably calculated to allow affirmative action

candidates to apply. The Authority shall interview at least three qualified applicants, if available, and will
make every effort to include affirmative action candidates among those interviewed.

D. Hiring and Promotion Practices

The Manchester Housing Authority will not use any employment test or selection criteria that tends to

screen out members of groups protected by this Policy . Any tests given will be designed to reflect only the
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job applicant’s skills, aptitude or education in order to access the applicant’s qualifications for the position.
Pre-employment inquiries or examinations regarding physical or mental condition will only be conducted to
determine an applicant’s ability to perform job related functions. and will only be required of one applicant
if required of all entering employees in the job category.

GRIEVANCES

A. Grievance Procedures

Any employee who believes that she/he has been discriminated against by the Manchester Housing
Authority in violation of this Policy may file a written grievance with the Executive Director, clearly setting
forth the employee’s allegation and the remedy sought. The Executive Director shall schedule a meeting
with the employee and attempt to reach an informal resolution of the matter. If an informal resolution
cannot be reached, the Executive Director will convene a hearing at which the employee will have the right
to speak, to present witnesses and documentary evidence, and to question any witnesses or documentary
evidence against him/her. Within ten (10) days after the hearing, the Executive Director will inform the

employee in writing of his decision.
B. Notice

The Manchester Housing Authority shall post in a conspicuous place in the Administration Building, a
notice stating that any individual who believes that he/she has been denied employment, discharged or
discriminated against in compensation or in the terms, conditions or privileges of employment, on the basis
of race, color, religious creed, national origin, sex, sexual orientation, age, ancestry, disability, marital
status, veteran status, membership in the armed forces, presence of children, or political beliefs, has the right
to file a complaint with the Massachusetts Commission Against Discrimination.

CONTRACTS

A. Contracts for Goods and Services

The Manchester Housing Authoritly shall take affirmative action to notify and utilize minority and women
owned businesses whenever it intends to contract for goods or services. The Authority will obtain and
uodate a list of minority and women owned businesses from the State Office of Minority and Women
Business Assistance and make use of the list as a recruitment source.

Whenever the Manchester Housing Authority is required to advertise for bids for such goods or services, it
will send a copy of the advertisement to the State Office of Minority Business Assistance and to the
Department of Housing and Community Development.

B. Construction Contracts

All Manchester Housing Authority contracts for the design. construction, renovation or modernization of
buildings shall contain a provision prohibiting discriminatory practices by the contractor as defined by state

or federal law,
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All Manchester Housing Authority construction contracts will also contain such other provisions for
ensuring that a minimum percentage of the contract amount be reserved for minority or women owned

businesses as required by the Department of Housing and Community Development and by the U.S.
Department of Housing and Urban Development.

RECORDKEEPING AND REPORTING

The Manchester Housing Authority may invite applicants for employment and employees to indicate
whether they are minorities, women, Vietnam-era Veterans, or persons with disabilities, if it states clearly
that the information requested is for use solely in connection with its affirmative action efforts, will be kept
confidential, and is being requested on a completely voluntary basis.

The Equal Opportunity Officer will keep records of:

--the utilization analysis conducted under paragraph I11 A above

--the total number of employees hired each fiscal year including a breakdown of the number of
minorities, women, Vietnam-era veterans, and disabled individuals hired

--a list of recruitment sources utilized during the year
--the goals established to remedy the underutilization
The Equal Opportunity Officer will prepare and submit to the responsible state or federal officials such

records and annual or other reports as they may require to ascertain compliance with state and federal anti-
discrimination laws.

Policy Adopted on
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1.

MANCHESTER HOUSING AUTHORITY
PERSONNEL POLICY

BASIC PRINCIPLES

A.

Merit System - The employment of personnel and all actions affecting employees shall
be based solely on merit, ability, and equity.

Nondiscrimination- There shall be no discrimination against employees or applicants
for. employment on account of race, creed, color, national origin, or sex, marital

status or handicap.

Nepotism- The employment of more than one (1) member of the same
immediate , family shall be avoided insofar as possible.

ORGANIZATION

A

D.

The Manchester Housing Authority is a public body, politic and corporate, duly
organized and existing pursuant to Massachusetts General Laws, Chapter 121B
Section 3. The Board of Commissioners are legally responsible for the overall

operation of the Authority. The Board consists of five (5) individuals, four (4)

members are elected appointed) and the fifth member is appointed by the

Commonwealth. The day-to-day activities of the Authority are administered

by an Executive Director and the Authority staff. '

Organization Plan - All positions shall be established in accordance with an organ-
ization plan clearly setting forth areas of responsibility and authority. The
Authority's current organization plan is attached.

Full-Time Positions - The followjng positions shall be considered full-time positions:

‘Maintenance Mechanic

Part-Time Positions:

Executive Director
Secretary

Delegation of Authority - Every employee shall be given the authority necessary to
perform his/her assigned duties.

JOB TITLES AND CLASSIFICATION-QUALIFICATION STANDARDS

A

E)gecufive Director- The Execittive Director shall be employed by the Board and shall

be responsible for the day-to day operation of the Authority. The Executive Director

shall have had experience which would demonstrate his/her ability to administer

the publi¢c housing programs of the Commonwealth, including the establishment and ,
execution of management and maintenance procedures; the maintenance of the

books of accounts; and he/she should have an appreciation of the philosophy and
fundamental purposes of programs and be capable of and interested in interpreting the
public housing program to officials and citizens of the community.
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B. Secretary-see attached job description.
C. Maintenance Worker- see attached job description.
D. Other Personnel - Other personnel shall be employed by the Executive Director

as necessary to perform work on a part-time , seasonal, or contractual basis, within the
approved budgetary limitations. Preference shall be given in hiring (1) to involuntarily
separated employees of the MHA and (2) to qualified tenants per 760 C. M. R. 6.00

Tenant Participation in the Administration of Public Housing Section 6.02 ).

COMPENSATION

A. Maintenance - For maintenance employees whose salaries are fixed pursuant to
Massachusetts General Laws, Chapter 121B, Section 29, appropriate compensation
rates shall be paid in accordance with the prevailing rates by classification as
established by the Commissioner of the Department of Labor and Industries.
Overtime compensation shall be paid at the rate of one and one-half times the
approved DL & I wage rate with a minimum one hour callback.

B. Administrative - For administrative employees other than the Executive Director,
appropriate compensation rates shall be determined upon review of the classification

performance, current salary, salary range of each of the organizational subordinates
and the ability to pay within the prescribed funding level consistent with DHCD

Budget Guidelines.

C. Executive Director - For Exccutive Director, the appropriate compensation rate shall
be determined upon review of his/her performance in a manner consistent with the
Board's standards, goals, and objectives in accordance with current Executive Director's
contract. Salary Schedule as published by the Director of the Department of
Housing and Community Development and the ability to pay within the prescribed
funding level consistent with DHCD Budget Guidelines.

AUTHORITY TO EFFECT PERSONNEL ACTIONS

Authority to appoint, promote, transfer, demote, and separate personnel shall be
vested in the Executive Director. All such actions are subject to the Board's review

and approval.

SELECTION OF EMPLOYMENT APPLICANTS

Persons desiring employment shall file written applications and resumes setting forth
their qualifications, experience, references, and other information as may be required.,

CHANGES IN STATUS OF EMPLOYMENT

A. Promotions - Vacated or newly established positions shall be filled to the fullest
extent consistent with efficient operations, by the promotion of qualified employees.
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Demotions- An employee shall be subject to demotion under conditions as follows:

L If he/she has been found unsuited for his/hér present position but may
be expected to give satisfactory service in a lower paying position.
2. If his/her position has either been abolished or reallocated to a lower paying

classification and he/she cannot be transferred to a position of equal pay.

It shall be clearly indicated on all records that the transaction in no way reflects
on the employee's performance or ability.
Transfers

1. Employees shall be transferred within the organization as far as practicable
to positions where their highest skill will best be utilized.

2. When transfers of personnel are necessitated by organizational changes, every
effort will be made to place the affected employees in positions which will
permit them to retain their salaries.

Separations

1. Resignations - An employee who desires to terminate his/her employment
shall submit a written resignation at least two (2) weeks in advance, setting

forth his/her reasons for resigning.

2. Bismissals - An employee who gives unsatisfactory service or who is guilty
of violation of regulations shall be subject to dismissal. In such cases the
employee, is he/she desires, shall be given a hearing before the Executive
Director. In the event that such employee is the Executive Director, said
hearing shall be before the Board. In case of dismissal, the employee shall
be given a hearing, if so desired, within seven days of a dismissal notification.

3. Reduction in Force -

a. If it is necessary to reduce personnel, the selection of employees to be
) retained shall be based primarily on their relative efficiency and the
necessity of the job entailed.

b. At. least two (2) weeks notice priof to dismissal shall be given an
employee except for persons employed for a specific period.

4. Security - No employee of the Authority, except an employee occupying
the position of Executive Director, who has held his/her office or position,
including any promotion or reallocation therefrom within the Authority for a
total period of five years of uninterrupted service, shall be involuntarily
separated therefrom except subject to and in accordance with the provisions
of sections 41 and 45, inclusive, of Massachusetts General Laws, Chapter 31,
to the same extent as if said office or position were classified under said

Chapter.

WORKING HOURS




Regular Work Week - The regular work week shall consist of forty (40) hours.

Such hours shall be posted and shall be agreed upon by the full time staff and the
Executive Director of the Authority as meets the needs of the agency with the approval
of the Board. Part-time employees: Shall work a minimum of twenty (20) hours per
week, and not more than forty (40) hours per week, depending upon the needs of the
agency and the approval of the Board, and consistent with DHCD guidelines for
Executive Director. Office Hours shall be posted: 9a.m.-5p.m. on

Monday, Wednesdays and Fridays.

Overtime - Overtime work shall be avoided as far as possible, but may be required by
the Executive Director in the interest of efficient operation.

Compensatory Time-Compensatory time shall be allowed at the discretion of the
Authority for Administrative staff who are ineligible to receive overtime payments
and shall be schedule/taken with the approval of the Executive Director.

IX,, ABSENCE FROM WORK

A.

Holidays - Holidays with pay shall be observed as follows:

New Year's Day

Martin Luther King's Day
Washington's Birthday

Patriot's Day

Memorial Day

Independence Day (4th of July)
Labor Day

Columbus Day

Veteran's Day ,
Thanksgiving Day ‘
Christma§ Day '

Such holidays shall be taken on the day upon which it falls or the following day
when any of said days fall on a Sunday or the preceding day when any of said days falls

on a Saturday.

Vacation Leave - The vacation year of the Authority shall be the period Julyl to
June 30 inclusive. All regular full time and part-time employees shall be credited as of
July 1 with vacation leave with pay not to exceed the following:

L. For less than one (1) year's service vacation leave of one (1) day for each
calendar month not to exceed ten (10) days. Vacation leave credit will begin
at once for persons starting work on the first working day of a calendar
month, otherwise on the first day of the following calendar month. ' R

1 i ( 5 .
2. For service of one (1) year up to and including four (4) years service completed,
vacation leave of two (2) weeks.
3. For service of the fifth year completed up to and including nine (9) years of

service completed, vacation leave of three (3) weeks.



4. For service of the tenth year and each year thereafter completed, vacation
of four weeks. :

5. The Authority shall grant vacation allowance in the vacation year in which
becomes available, unless in the Authority's opinion, it is impossible or
impracticable to do so because of work schedules or other emergencies.

In no event shall vacation leave credit not used be carried over for more

than one vacation year. Any vacation leave credit not used by the end of

the first vacation year after it was credited must be taken in the succeeding year
The Executive Director is charged with the responsibility of seeing that
vacation is taken in the succeeding year in order that the employee may not

lose vacation credits.

6. Upon the death of an employee who is eligible for vacation under payment
shall be made in an amount equal to the vacation allowance earned in the
vacation year prior to the employee's death but which had not been granted, and

in addition, that portion of the vacation allowance earned in the vacation year
during which the employee died, up to the time of his/her separation of the
payroll; provided that no monetary or other allowances has already been made

therefore.

7. Engp]oyees who are eligible for vacation whose services terminated other
than provided above, shall be paid an amount equal to the vacation allowance
ecarned in the vacation year prior to such termination which had not been

taken.

8. Proration of vacation shall be made for part-time employees at the rate of
average of hours worked per week. Accrued vacation shall not exceed the total

number of hours worked per week.

C. Sick Leave ' .

1. All regular full-time employees shall be credited with sick leave with pay not
to exceed fifteen (15) days for each year of service. Sick leave credit will
begin at once for employees starting work on the first working day of a
calendar month, otherwise on the first day of the month following employment,
and will accumulate each calendar month, thereafter. Regular part-time
employees shall be credited on @ prorated basis.

2. Sick leave not used in any year may be accumulated no to exceed a total of
one hundred twenty (120) days for full-time employees and prorated for
part-time employees. No person shall be entitled to a leave of
absence with pay on account of sickness in excess of the accumulated sick

- leave then due.

Sick leave shall be granted, at the discretion of the Authority, to eniployees only
under conditions as follows:

a. When they are incapacitated for the performance of their duties by sickness or injury.

b. When through exposure to contagious disease the presence of the employee at his/her
post of duty would jeopardize the health of others.



C. In the case of serious illness of husband, wife, child, parent of either spouse he/she
may be granted sick leave with pay not to exceed seven (7) of the fifteen (15) days

granted within any fiscal year.

Notification of absences shall be given as early as possible on the first day

of absence. If such notification is not made, such absence may, at the discretion
of the Authority, be applied to absent without pay. For any period of absence
on account of sickness, the Authority may require, for purpose of additional
evidence only, a physician's certificate for the necessity of such absence. If
such certificate is not filed within seven (7) calendar days after a request
therefore, such absence may be applied, at the discretion of the Authority, to

absence without pay.

Employees whose service is either voluntarily or involuntarily terminated shall not be entitled
to any compensation in lieu of sick leave not taken unless covered by an employment contract.

Miscellaneous Leave

L Personal Leave- Three days annually shall be granted for Personal leave.
2. Military Leave - Any employee shall be entitled, during the time of his/her

service in the armed forces of the Commonwealth, or during his/her annual
tour of duty not exceeding seventeen (17) days as a member of a reserve
component of the armed forces of the United States, to receive pay therefore,
without loss of remuneration as an employee and shall also be entitled to

the same leaves of absences of vacation with pay given to other like employees.

3. Court Leave

a. Employees who are called for jury duty shall be granted court leave.
Notice of service shall be filed with the Executive Director upon

receipt of summons.

b. When an employee has been granted court leave for jury or witness
service, and is excused by proper court authority, he/she shall report
back to his/her official place of duty whenever the Interruption in
Jury or witness service will permit four or more consecutive hours of

employment.

c. Court leave shall not be granted when an employee is the defendant or
is engaged in personal litigation.

Leave Without Pay

1. Absence without proper authorization or approval shall be
considered leave without pay and may be considered sufficient
cause for suspension or dismissal of the employee at the discretion
of the Executive Director.

Health and Safety

A. Employees shall be provided safe, sanitary, and healthful working conditions.
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B. Employees shall be covered by Workmen's Compensation Insurance.

C. Employees shall be covered by voluntary health and life insurance.

D Employees shall be provided a drug-free workplace and eligible for referral to
substance abuse programs.

E. Maintenance employees shall be provided a Protective Clothing allowance as
determined by the Board annually.

Training

A Training shall be provided to aid employees to gain efficiency in their work.

B. Employee training shall be a function of every SUpervisor.

C. Reimbursement for training costs shall be consistent with the policy of the Board

and at their discretion within the ability of the agency to fund such training.

Service Records - A service record shall be maintained for every employee and shall contain
complete information pertinent to his/her employment, including dates of employment and pay

changes.

Travel and Reimbursement

A

General

1. No expenses for out-of-state travel shall be allowed

2. Transportation of any kind between the home and the office is not reimbursable
3. Reasonable charges for hotel rooms shall be reimbursable. Receipted bill

shall be submitted for hotel charges.

4. Telephone charges incurred in the discharge of duties shall be reimbursed
upon presentation of an itemized bill

5. Reimbursement shall not be made for expenses incurred for the sole benefit of
the traveler, such as valet service entertainment, laundry service, etc.

6. Toll charges and parking fees shall be reimbursed upon presentation of
_documentation and receipts.

Authority-Owned Vehicles ‘

1. Authority-owned vehicles shall be used on official business only. They shall
not be operated outside the necessary working hours, unless as directed by the
Executive Director. Pleasure riding or use for private purposes is absolutely
forbidden. Operators are personally responsible for damage liabilities
arising from accidents outside of working hours and involving passengers

not traveling on official business. Any accident in which an Authority -



owned vehicle is involved shall be reported forthwith to the Authority.

2. No operator of an Authority-owned vehicle shall transport a passenger or
passengers other than those traveling on official business unless otherwise
approved by the Authority.

C Privately-Owned Vehicle

1. When use of an employee's private car is necessary, the approved mileage rate
for reimbursement is not to exceed that allowed in the current DHCD Budget
guidelines.

2. Private vehicle mileage reimbursement shall be payable only to one of two or

more employees traveling together in the same vehicle.

1. Employees shall be reimbursed for meals when on full travel status, which
is defined as being temporarily absent from home on assignment to duty for

more than twenty-four (24) hours.

2. For travel of one (1) day's duration starting two (2) hours or more before
compensation time, the employee will be entitled to the breakfast allowance.
For travel of (1) day's duration ending two (2) or more after compensation time,
such employee will be entitled to the evening meal allowance. In no event will
midday meal be allowed for travel of less than twenty-four (24) hours duration.
Voucher must state in case of breakfast allowance the time of departure

and the time compensation commenced, in the case of the evening
allowance must state the time compensation ceases and time of arrival home
Voucher must state necessity for early departure or late return as well as a state-

ment giving the regularly scheduled work week.

3. Reimbursement shall be allowed for actual meal expenses incurred including
tips, not to exceed the current DHCD Budget Guidelines.

XIV. Bonuses and Presents - Operation costs shall not include the cost of any bonus, payment
or Christmas or others presents to the Members or employees of the Authority in cash or

any other form.

XV. Entertainment Expenses - Operation costs shall not include expenses incurred for the
provision of entertainment and incidental food and beverages for Members or employees

of the Authority.

XVI. Amendment - The Personnel Policy may be amended or updated to comply with DHCD policy
or local public practice. Such amendment will be made by resolution of the Authority Board and

must have DHCD approval. -

Revised December 1995
Voted 1/22/96 MHA Board
Approved EOCD 1996
Revised June 1998
Amended August 12, 1998
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MANCHESTER HOUSING AUTHORITY
PERSONNEL POLICY

L BASIC PRINCIPLES

A.

Merit System - The employment of personnel and all actions affecting employees shall
be based solely on merit, ability, and equity.

Nondiscrimination- There shall be no discrimination against employees or applicants
for. employment on account of race, creed, color, national origin, or sex, marital
status or handicap.

Nepotism- The employment of more than one (1) member of the same
immediate , family shall be avoided insofar as possible.

IT. ORGANIZATION

A

B3.

The Manchester Housing Authority is a public body, politic and corporate, duly
organized and existing pursuant to Massachusetts General Laws, Chapter 1218
Section 3. The Board of Commissioners are legally responsible for the overall
operation of the Authority. The Board consists of five (5) individuals, four (4)
members are elected appointed) and the fifth member is appointed by the
Commonwealth. The day-to-day activities of the Authority are administered

by an Executive Director and the Authority staff.

Organization Plan - All positions shall be established in accordance with an organ-
ization plan clearly setting forth areas of responsibility and authority. The
Authority's current organization plan is attached.

Fuli-Time Positions - The following positions shall be considered full-time positions:

Maintenance Mechanic

Part-Time Positions:

Executive Director
Secretary

Delegation of Authority - Every employee shall be given the authority necessary to
perform his/her assigned duties.

11 JOB TITLES AND CLASSIFICATION-QUALIFICATION STANDARDS

A

Executive Director- The Executive Director shall be employed by the Board and shall
be responsible for the day-to day operation of the Authority. The Executive Director
shall have had experience which would demonstrate his/her ability to administer

the public housing programs of the Commonwealth, including the establishment and
execution of management and maintenance procedures; the maintenance of the

books of accounts; and he/she should have an appreciation of the philosophy and
fundamental purposes of programs and be capable of and interested in interpreting the
public housing program to officials and citizens of the community.
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Secretary-see attached job description.

Maintenance Worker- see altached job description.

Other Personnel - Other personnel shall be employed by the Executive Director

as necessary to perform work on a part-time , seasonal, or contractual basis, within the
approved budgetary limitations. Preference shall be given in hiring (1) to involuntarily
separated employees of the MHA and (2) to qualified tenants per 760 C. M. R. 6.00
Tenant Participation in the Administration of Public Housing Section 6.02 (11.).

COMPENSATION

Al

Maintenance - For maintenance employees whose salaries are fixed pursuant to
Massachusetts General Laws, Chapter 121B, Section 29, appropriate compensation
rates shall be paid in accordance with the prevailing rates by classification as
established by the Commissioner of the Departiment of Labor and Industries.
Overtime compensation shall be paid at the rate of one and one-half times the
approved DL & 1 wage rate with a minimum one hour callback.

Administrative - For administrative employees other than the Executive Director,
appropriate compensation rates shall be determined upon review of the classification
performance, current salary, salary range of cach of the organizational subordinates
and the ability to pay within the prescribed funding level consistent with EOCD
Budget Guidelines.

Exccutive Director - For Executive Direclor, the appropriate compensation rate shall
be determined upon review of his/her performance in a manner consistent with the
Board's standards, goals, and objectives in accordance with current Executive Director's
contract. Salary Schedule as published by the Secretary of the Executive Office of
Communities and Development and the ability to pay within the prescribed funding
level consistent with EOCD Budget Guidelines.

AUTHORITY TO EFFECT PERSONNEL ACTIONS

Authority to appoint, promote, transfer, demote, and separate personnel shall be
vested in the Executive Director. All such actions are subject to the Board's review
and approval.

SELECTION OF EMPLOYMENT APPLICANTS

Persons desiring employment shall file written applications and resumes setting forth
their qualifications, experience, references, and other information as may be required.

CHANGES IN STATUS OF EMPLOYMENT

A.

Promotions - Vacated or newly established positions shall be filled to the fullest
extent consistent with efficient operations, by the promotion of qualified employees.

Demotions- An employee shall be subject to demotion under conditions as follows:

1. If he/she has been found unsuited for his/her present position but may
be expected to give satisfactory service in a lower paying position.
2. If his/her position has either been abolished or reallocated to a lower paying



classification and he/she cannot be transferred to a position of equal pay.
It shall be clearly indicated on all records that the transaction in no way reflects
on the employee's performance or ability.

Transfers

1 Employees shall be transferred within the organization as far as practicable
to positions where their highest skill will best be utilized.

2. When transfers of personnel are necessitated by organizational changes, every
effort will be made to place the affected employees in positions which will
permit them to retain their salaries.

Separatigns

l. Resignations - An employee who desires to terminate his/her employment
shall submit a wrilten resignation at least two (2) weeks in advance, setting
forth his/her reasons for resigning.

2. Dismissals - An employee who gives unsatisfactory service or who is guilty
of violation of regulations shall be subject to dismissal. In such cases the
employee, is he/she desires, shall be given a hearing before the Executive
Director. In the event that such employee is the Executive Director, said
hearing shall be before the Board. In case of dismissal, the employee shall
be given a hearing, if so desired, within seven days of a dismissal notification.

3. Reduction in Force -

a. If it is necessary to reduce personnel, the selection of employees to be
retained shall be based primarily on their relative efficiency and the
necessity of the job entailed.

b. At. least two (2) weeks notice prior to dismissal shall be given an
employee except for persons employed for a specific period.

4. Security - No employee of the Authority, except an employee occupying

the position of Executive Director, who has held his/her office or position,
including any promotion or reallocation therefrom within the Authority for a
total period of five years of uninterrupted service, shall be involuntarily
separated therefrom except subject to and in accordance with the provisions
of sections 41 and 45, inclusive, of Massachusetts General Laws, Chapter 31,
to the same extent as if said office or position were classified under said
Chapter.

VIII.  WORKING HOURS

A

Regular Work Week - The regular work week shall consist of forty (40) hours.

Such hours shall be posted and shall be agreed upon by the full time staff and the
Executive Director of the Authority as meets the needs of the agency with the approval
of the Board. Part-time employees: Twenty hours per week or less depending upon the
needs of the agency and the approval of the Board, and consistent with EOCD
Guidelines for Executive Director. Office Hours shall be posted: 9a.m.-5p.m. on
Monday, Wednesdays and Fridays.




Overtime - Overtime work shall be avoided as far as possible, but may be required by

the Executive Director in the interest of efficient operation.

Compensatory Time-Compensatory time shall be allowed at the discretion of the
Authority for Administrative staff who are ineligible to receive overtime payments
and shall be schedule/taken with the approval of the Executive Director.

VIII.  ABSENCE FROM WORK

A

Holidays - Holidays with pay shall be observed as follows;

New Year's Day

Martin Luther King's Day
Washington's Birthday
Patriot's Day

Memorial Day
Independence Day (4th of July)
Labor Day

Columbus Day

Veteran's Day
Thanksgiving Day
Christmas Day

Such holidays shall be taken on the day upon which it falls or the following day
when any of said days fall on a Sunday or the preceding day when any of said days falls
on a Saturday.

Vacation Leave - The vacation year of the Authority shall be the period July 1 to
June 30 inclusive. All regular full time employees shall be credited as of July 1
with vacation leave with pay not to exceed the following:

L For less than one (1) year's service vacation leave of one (1) day for each
calendar month not to exceed ten (10) days. Vacation leave credit will begin
at once for persons starting work on the first working day of a calendar
month, otherwise on the first day of the following calendar month.

2. For service of one (1) year up to and including four (4) years service completed,
vacation leave of two (2) weeks.

3. For service of the fifth year completed up to and including nine (9) years of
service completed, vacation leave of three (3) weeks.

4. For scrvice of the tenth year and each year thereafter completed, vacation
of four weeks.

W

The Authority shall grant vacation allowance in the vacation year in which
becomes available, unless in the Authority's opinion, it is impossible or
impracticable to do so because of work schedules or other emergencies.

In no event shall vacation leave credit not used be carried over for more

than one vacation year. Any vacation leave credit not used by the end of

the first vacation year after it was credited must be taken in the succeeding year
The Executive Director is charged with the responsibility of seeing that
vacation is taken in the succeeding year in order that the employee may not

4



lose vacation credits.

6. Upon the death of an employee who is eligible for vacation under payment
shall be made in an amount equal to the vacation allowance earned in the
vacation year prior to the employee's death but which had not been granted, and
in addition, that portion of the vacation allowance earned in the vacation year
during which the employee died, up to the time of his/her separation of the
payroll; provided that no monetary or other allowances has already been made
therefore.

7. Employees who are cligible for vacation whose services terminated other
than provided above, shall be paid an amount equal to the vacation allowance
earned in the vacation year prior to such termination which had not been

taken.
8. Proration of vacation shall be made for part-time employees at the rate of one
half that allowed full time employees.
C. Sick Leave
L. All regular full-time employees shall be credited with sick leave with pay not

to exceed fifteen (15) days for each year of service. Sick leave credit will

begin at once for employees starting work on the first working day of a
calendar month, otherwise on the first day of the month following employment,
and will accumulate each calendar month, thereafter.

2. Sick leave not used in any year may be accumulated no to exceed a total of
one hundred twenty (120) days. No person shall be entitled to a leave of
absence with pay on account of sickness in excess of the accumulated sick

leave then due.

Sick leave shall be granted, at the discretion of the Authority, to employees only
under conditions as follows:

a. When they are incapacitated for the performance of their duties by sickness or injury.

b. When through exposure to contagious disease the presence of the employee at his/her
post of duty would jeopardize the health of others.

C. In the case of serious illness of husband, wife, child, parent of either spouse he/she
may be granted sick leave with pay not to exceed seven (7) of the fifteen (15) days
granted within any fiscal year.

Notification of absences shall be given as carly as possible on the first day

of absence. If such notification is not made, such absence may, at the discretion
of the Authority, be applied to absent without pay. For any period of absence
on account of sickness, the Authority may require, for purpose of additional
evidence only, a physician's certificate for the necessity of such absence. If
such certificate is not filed within seven (7) calendar days after a request
therefore, such absence may be applied, at the discretion of the Authority, to
absence without pay.
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Employees whose service is either voluntarily or involuntarily terminated shall not be entitled
to any compensation in lieu of sick leave not taken unless covered by an employment contract.

Miscellaneous Leave

Personal Leave- Three days annually shall be granted for Personal leave.

Military Leave - Any employee shall be entitled, during the time of his/her

service in the armed forces of the Commonwealth, or during his/her annual
tour of duty not exceeding seventeen (17) days as a member of a reserve
component of the armed forces of the United States, to receive pay therefore,
without loss of remuneration as an employee and shall also be entitled to

the same leaves of absences of vacation with pay given to other like employees.

Court Leave

ad.

Employees who are called for jury duty shall be granted court leave.
Notice of service shall be filed with the Executive Director upon
receipt of summons.

When an employee has been granted court leave for jury or witness
service, and is excused by proper court authority, he/she shall report
back to his/her official place of duty whenever the interruption in
Jjury or witness service will permit four or more consecutive hours of
employment.

Court leave shall not be granted when an employee is the defendant or
is engaged in personal litigation.

Leave Without Pay

Absence without proper authorization or approval shall be
considered leave without pay and may be considered sufficient
cause for suspension or dismissal of the employee at the discretion
of the Executive Director.

Health and Safety

A.

B.

Employees shall be provided safe, sanitary, and healthful working conditions.

Employees shall be covered by Workmen's Compensation Insurance.

Employees shall be covered by voluntary health and life insurance.

Employees shall be provided a drug-free workplace and eligible for referral to
substance abuse programs,

Maintenance employees shall be provided a Protective Clothing allowance as
determined by the Board annually.

Training

A

Training shall be provided to aid employees to gain efficiency in their work.
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B. Employee training shall be a function of every supervisor.

C. Reimbursement for training costs shall be consistent with the policy of the Board
and at their discretion within the ability of the agency to fund such training.

Service Records - A service record shall be maintained for every employee and shall contain
complete information pertinent to his/her employment, including dates of employment and pay

changes.

Travel and Reimbursement

A General

1.

No expenses for out-of-state travel shall be allowed

2. Transportation of any kind between the home and the office is not reimbursable

3. Reasonable charges for hotel rooms shall be reimbursable. Receipted bill
shall be submitted for hotel charges.

4, Telephone charges incurred in the discharge of duties shall be reimbursed
upon presentation of an itemized bill

\ .

5. Reimbursement shall not be made for expenses incurred for the sole benefit of
the traveler, such as valet service entertainment, laundry service, etc.

6. Toll charges and parking fees shall be reimbursed upon presentation of
documentation and receipts.

B Authority-Owned Vehicles

1. Authority-owned vehicles shall be used on official business only. They shall
not be operated outside the necessary working hours, unless as directed by the
Executive Director. Pleasure riding or use for private purposes is absolutely
forbidden. Operators are personally responsible for damage liabilities
arising from accidents outside of working hours and involving passengers

not traveling on official business. Any accident in which an Authority -
owned vehicle is involved shall be reported forthwith to the Authority.

2. No operator of an Authority-owned vehicle shall transport a passenger or
passengers other than those traveling on official business unless otherwise
approved by the Authority. '

C Privately-Owned Vehicle

L. When use of an employee's private car is necessary, the approval mileage rate
for reimbursement is that currently in use by the U. S. Internal Revenue Service
for business mileage. . .

2. Private vehicle mileage reimbursement shall be payable only to one of two or
more employees traveling together in the same vehicle.

D. Meals



Employees shall be reimbursed for meals when on full travel status, which
is defined as being temporarily absent from home on assignment to duty for
more than twenty-four (24) hours.

For travel of one (1) day's duration starting two (2) hours or more before
compensation time, the employee will be entitled to the breakfast allowance.
For travel of (1) day's duration ending two (2) or more after compensation time,
such employee will be entitled to the evening meal allowance. In no event will
midday meal be allowed for travel of less than twenty-four (24) hours duration.
Voucher must state in case of breakfast allowance the time of departure

and the time compensation commenced, in the case of the evening

allowance must state the time compensation ceases and time of arrival home
Voucher must state necessity for carly departure or late return as well as a state-
ment giving the regularly scheduled work week.

Reimbursement shall be allowed for actual meal expenses incurred including
tips, not to exceed the current EOCD Budget Guidelines.

XIV.  Bonuses and Presents - Operation costs shall not include the cost of any bonus, payment

or Christmas or others presents to the Members or employees of the Authority in cash or

any other form.

XV. Entertainment Expenses - Operation costs shall not include expenses incurred for the

provision of entertainment and incidental food and beverages for Members or employees

of the Authority.

XVI.  Amendment - The Personnel Policy may be amended or updated to comply with EOCD policy
or local public practice. Such amendment will be made by resolution of the Authority Board and
must have EOCD approval.

Revised December 1994






Manchester Housing Authority, Inc.
THE PLAINS — OFF OLD ESSEX ROAD
MANCHESTER, MASSACHUSETTS 01944

(617) 526-1850

July 8, 1986

MANCHESTER HOUSING AUTHORITY

EXCEPTIONAL CASE PLAN

Pursuant to 760 CMR 5.10, the Manchester Housing Authority hereby adopts

the following Exceptional Case Plan setting forth the definition of Exceptional
Case Applicant to be utilized by the Authority, and the circumstances under
which the Authority shall grant Exceptional Case status, to an otherwise
eligible applicant for family or elderly/handicapped housing, and offer
placement pursuant to 5.09:

I. Exceptional Case Applicant - an eligible applicant for family or
elderly/handicapped housing in a living or homeless situation in
which there is a significant and direct threat to the life or
safety of the applicant or any household member that would be
alleviated by placement in an appropriate unit, provided that
(a) a member of the applicant household has not caused or sub-
stantially contributed to the life-threatening situation, and
(b) the applicant household has pursued ways to prevent or avoid
life-threatening situations by seeking assistance through the
the courts or appropriate administrative or enforcement agencies,
and (c) made sincere efforts to locate alternative housing.

II. The Authority shall grant Exceptional Case status to an otherwise
eligible applicant under the following circumstances:

A. Homelessness for Causes Other Than the Fault of the Applicant
or Member of the Applicant Household. This category would
include applicants who are, in the determination of the Authority,
without shelter of any kind and require immediate placement due
to causes outside the control of the applicant or members of
the applicant's household, excluding those causes which entitle
the applicant to be placed in priority category pursuant to
760 CMR 5.08. A significant and direct threat to life or safety
must be evidenced.

B. Acute Medical Emergencies. Situations in which the applicant or
members of the applicant household is suffering an acute medical
emergency, constituting a direct threat to life, caused by the
lack of suitable housing. Such an acute medical emergency must
be documented and verified to the satisfaction of the Authority.

C. Abusive Situations. Situations in which an applicant or member
of the applicant household suffers abuse constituting 'a significant
and direct threat to life or safety, and has exhausted all means
of preventing and avoiding future life-threatening situations, by
seeking assistance through the courts and appropriate administrative

-2
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IV.

Exceptional Case Plan ~ Page 2

The Authority, pursuant to 760 CMR 5.09, shall offer placement to an
applicant, under the provisions of this plan, upon verification of all
documentation provided to the Authority, relative to the applicant's
meeting the definition of the Exceptional Case Applicant as outlined

in I above, and the applicant's meeting those circumstances in which
the LHA grants Exceptional Case Status. Upon an applicant's designation
as an Exceptional Case by the Tenant Selection Staff, the next appro-
priate available unit shall be offered. Denials of Exceptional Case
petitions shall be subject to review pursuant to 760 CMR 5.12 (Review
of Denial of Eligibility). Once designated an Exceptional Case, an
applicant shall remain on an established Exceptional Case Waiting

List until such time as suitable housing is obtained by an applicant
from any source. Upon notification by the applicant that suitable
housing has been obtained, the applicant may request to be placed

on the appropriate waiting list by bedroom size as a Standard Applicant.

Relationship to Affirmative Action Goals. If the Authority at any

time determines that the number of applicants granted Exceptional

Case Status substantially interferes with the achievement by the Authority

of its affirmative action goals, then this plan shall be revised, upon
public notice and in conformity with EOCD requirements. to maintain

a proper balance between Exceptional Case and Affirmative Action and
Standard Applicants.



STANDARD EMERGENCY CASE PLAN FOR LHAS

Pursuant to 760 CMR 5.11, the Local Housing Authority (LHA): hereby
7 pts the following Emergency Case Plan.

I. STATEMENT OF POLICY AND PURPOSE. Through this Plan, the LHA seeks to establish a fair and
uniform standard to be applied to all applicants for Emergency Case Status to the end that similarly situated
applicants will receive similar treatment. Requirements as to evidence, documentation and verification
employed by the LHA in making determinations of Emergency Case Status shall be reasonable in relation to
the realistic capacity and resources of the applicant.

[l. DEFINITION OF HOMELESS APPLICANT. As required by 760 CMR 5.11 and consistent with the
definition in 5.03, the LHA shall define a "Homeless Applicant” as an applicant who has been or is imminently
faced with displacement from his/her “Primary Residence” as a result of circumstances described in Section
[l below, and who:

(A)  is without a place to live or is in a living situation in which there is a
significant immediate and
direct threat to the life or safety of the applicant or a household
member which situation would
be alleviated by placement in an appropriate unit; and
(B)  has made reasonable efforts to locate alternative housing; and
(C) has not caused or substantially contributed to the safety - or life-
threatening situation; and
(D)  has pursued available ways to prevent or avoid the safety - or life-
e threatening situation by
seeking assistance through the courts or appropriate administrative or
enforcement agencies.

“Primary Residence” is defined by 760 CMR 5.03 as the principal home (domicile)
occupied by all members of an
applicant household not less than nine months of the year.

. THE LHA SHALL GRANT PRIORITY 4 -EMERGENCY CASE STATUS to an otherwise eligible and
qualified “Homeless Applicant” who meets the definition in Section Il above, and who is displaced from
his/her “Primary Residence” under the following circumstances:

(A) Homeless and Facing a Significant Immediate and Direct Threat to the Life or Safety of the
Applicant or any Household Member for Causes Other Than the Fault of the Applicant or Member of
the Applicant Household. Applicants are "homeless and facing a significant immediate and direct threat to
life or safety" if they meet the definition set out in Section Il above. "Causes other than the fault of the
applicant or member of the applicant household" shall mean causes outside their reasonable control,
including but not limited to substandard housing conditions which directly and substantially endanger or
impair the health, safety, or well-being of the family, and other circumstances as determined by the LHA.

(B) Severe Medical Emergencies. An applicant is suffering a severe medical emergency if the

applicant or member of the applicant household is determined by the LHA to suffer from an illness or injury
pgs;\ing a severe and medically documented threat to life or safety which has been significantly caused by the

Emergency Case Plan (497ecp) Revised 4/97



lack of suitable housing or as to which the lack of suitable housing is a substantial impediment to treatment or
recovery.

~ (C) Abusive Situation. An applicant is in an abusive situation if the applicant or member of the

licant household is determined by the LHA to be a victim of abuse as defined in the Abuse Prevention Act
(o.L. c.209A, §1), which abuse constitutes a significant and direct threat to life or safety. The Abuse
Prevention Act defines “abuse” as the occurrence of one or more of the following acts between “family or
household members”™ (1) attempting to cause or causing physical harm; (2) placing another in fear of
imminent serious physical harm; or (3) causing another to engage involuntarily in sexual relations by force,
threat or duress. “Family or household members” are individuals who are related by blood or marriage, have
a child together, or who now or formerly resided in the same household or dated each other.

V. ADMINISTRATION OF THE PLAN

(A) Applications. Emergency Case applications shall be processed using the same application
procedures, determination of eligibility procedures, verification procedures, and appeal procedures as
Standard Applicants. In view of the nature of Emergency Cases, the LHA shall make every reasonable effort
to process Emergency Case applications promptly and to make timely determinations of eligibility or
ineligibility. If the applicant is found to be eligible and qualified, but not to qualify for Emergency Case Status,
he or she shall be treated as a Standard Applicant.

(B) Placement. When an applicant has been determined by the LHA to qualify as an Emergency
Case applicant, the applicant shall be offered the next appropriate and available unit, in accordance with the
priority ranking of 760 CMR 5.09(1) and the preference ranking of 760 CMR 5.09(2). If no appropriate unit is
t—a available, the applicant shall remain as an Emergency Case priority on the waiting list for each
ropriate housing program and bedroom size. If the LHA determines that an applicant granted Emergency
Luse Status but not yet offered a unit has obtained permanent housing suitable for his/her household size
and income, the applicant shall no longer be considered an Emergency Case applicant, and shall remain on
the appropriate waiting lists as a Standard Applicant.

(C) Records. The LHA shall maintain records with regard to Emergency Case applicants in
accordance with 760 CMR 5.16.

(D) Relationship to Affirmative Action Goals. If the LHA or DHCD at any time determines that the
number of applicants granted Emergency Case Status substantially interferes with the achievement by the
LHA of its Affirmative Action goals, then this Plan shall be revised, upon public notice and in conformity with
DHCD requirements, to maintain a proper balance between Emergency Case and Affirmative Action
applicants.

V. PROCEDURES FOR PROCESSING EMERGENCY CASE APPLICATIONS. Upon receipt of an
application for Emergency Case Status, the LHA shall determine whether the applicant is apparently eligible
based solely on the information in the application. If so, it shall follow the procedures below. The applicant
must qualify under each of the criteria set forth below:

(A) Determine whether the applicant is a “Homeless Applicant” as defined above, and if so:

(B) Determine whether displacement has been or will be from the applicant's “Primary Residence,” as
dgﬂned above, and if so;
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(C) Determine whether the applicant meets all of the requirements in any one of the Paragraphs (1, 2,
or 3) below.

™ 1. Requirement of Paragraph 1:
The loss of housing was not caused by the fault of the applicant or
household member.
2. Requirements of Paragraph 2:
a. The applicant or a member of the applicant household is
suffering an iliness or injury which poses a severe and
medically documented threat to life or safety; and
b. the medical emergency has either been significantly caused by lack of suitable
housing or lack of suitable housing is a substantial impediment to treatment or
recovery.
3. Requirements of Paragraph 3:
a. The applicant or a member of the applicant household is the victim of abuse as

defined in Section Il (C); and
b. the abuse constitutes a significant immediate and direct threat to life or safety of the

applicant or a member of the applicant household.

If the criteria in Sections V (A) and (B) and the requirements of Paragraph 1, 2 or 3 of Section V (C)
above have been met, then:

(D) Determine whether the applicant is eligible under the standards set forth in
760 CMR 5.06 and 5.07.

(E) Determine whether the applicant is qualified under the standards set forth in
o~ 760 CMR 5.08.
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Manchester Housing Authority
Reasonable Accommodation Policy & Procedure

Itis the policy of the Manchester Housing authority to not discriminate against persons with
disabilities in any way, shape or form. Within reason, it is the intent of the Manchester Housing
Authority to accommodate the needs of individuals, whether they exist for tenants, employees,
program participants, or applicants for tenancy, employment and/or program participation.

A reasonable accommodation is a change that the MHA can make to its facilities or practices
that will assist an otherwise eligible person with a disability to overcome the limitations imposed
by his or her disability and to be able to participate in the MHA’s housing or programs. Such a
change must be financially and programmatically feasible for the housing authority.

It is the policy of the Manchester Housing Authority to provide reasonable accommodations to
all individuals with disabilities unless the accommodation would present an undue hardship
and/or unreasonable financial burden to the authority or alter the nature of the program. In
such cases where a request for reasonable accommodations may present an undue hardship or
financial burden for the housing authority, the Manchester Housing Authority will attempt to
propose alternate solutions and/or accommodations, which do not create a hardship.

An applicant household or tenant which has a member with a mental and/or physical disability
must still be able to meet essential obligations of tenancy (for example, the household must be
able to pay rent, to care for the apartment, to report required information to the MHA, and to
avoid disturbing neighbors), but an accommodation may be the basis by which the household is
able to meet those obligations of tenancy.

The MHA has assigned the Executive Director as its Accommodation Coordinator. If you need
an accommodation because of a disability, please submit a written request outlining your
request for an accommodation. Your request must include the following:

Accommodation Requested (be specific)

How the accommodation will address/improve the disability

A letter from your doctor verifying the existence of a disability, and the need for an
accommodation to overcome these limitations. This letter must be signed, and have
your doctors full name, address, phone and fax numbers.




Within thirty (30) days of receipt of your request and documentation, the Accommodation
Coordinator will contact you to discuss what the MHA can reasonably do to accommodate you
on account of your disability.

If you or a member of your household has a mental and/or physical disability, and as a result
you need an accommodation, you may request it at any time. However, you are not obliged to
make such a request, and if you prefer not to do so that is your right.

Any questions regarding the Manchester Housing Authority’s Reasonable Accommodation Policy
and Procedures should be directed to the Executive Director.

Policy adopted on:
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MANCHESTER HOUSING AUTHORITY

#7 The Plains, Office
Manchester-by-the-Sea, Massachusetts 01944
Tel: (978) 526-1850

INTRODUCTION

This Reasonable Accommodation/Modification Policy and Procedures, comprised of Part A and
Part B, sets forth the policy and procedures of the Manchester Housing Authority (the “MHA”)
regarding making reasonable accommodations and reasonable modifications for qualified
applicants or residents' with disabilities for participation in the MHA programs and activities. ZA
copy of this Reasonable Accommodation/Modification Policy and Procedures is posted in MHA
common areas and on the MHA website, located at www.Manchestermaha.org. Additionally, a
copy of this Reasonable Accommodation/Modification Policy and Procedures may be obtained
upon request by contacting the MHA office at 978-526-1850 by mail.

PART A: POLICY

SECTION 1. DEFINITIONS

1.1. The term “ADA” shall mean the Americans with Disabilities Act, as amended.
1.2. The term “FHA” shall mean the Fair Housing Act of 1968, as amended.

1.3. The term “individual with a disability ", shall mean:

(i) A physical or mental impairment that substantially limits one or more of the major
life activities of such individual;

(i) A record of such an impairment; or

(iii) Being regarded as having such an impairment

This definition shall be interpreted as further detailed in 28 CFR § 35.108 (Title Il ADA
regulations).

1.4. The term “Policy” shall mean Part A of this Reasonable Accommodation/
Modification Policy and Procedures, as adopted by the MHA Board, and as may be
amended from time to time.

1.5. The term “Procedures” shall mean Part B of this Reasonable Accommodation/
Modification Policy and Procedures, and as may be amended from time to time, in a
manner consistent with the Policy, by the MHA’s Board.

1.6. The term “reasonable accommodation” as used herein means a change in the MHA’s
rules, policies, practices, or services, that may be necessary to provide persons with
disabilities an equal opportunity to participate in MHA programs, activities, and services,

I Reasonable accommodation/modification policies with respect to MHA employees are [available at]/[attached as
/\tt'lchment X}

2 Relevant program-specific requirements or procedures not addressed in Part A or Part B of this policy are
incorporated in Attachment 8.

ED 2
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MANCHESTER HOUSING AUTHORITY
#7 The Plains, Office
Manchester-by-the-Sea, Massachusetts 01944
Tel: (978) 526-1850

and/or to enjoy MHA dwellings or facilities.
1.7 The term “reasonable modification” as used herein means a physical change, such as to a
dwelling unit, building, common or public area, etc., necessary to afford persons with disabilities

an equal opportunity to use and enjoy the premises and/or to access programs, activities, and
services.

SECTION 2. POLICY STATEMENT

The MHA is committed to ensuring that its policies and practices do not deny individuals
with disabilities the equal opportunity to access, participate in, or benefit from, the
MHA’s housing services, programs, and facilities, nor otherwise discriminate against
individuals with disabilities in connection with the operation of the MHAs housing
services or programs. Therefore, if an individual with a disability requires a reasonable
accommodation, i.e., a change to its rules, polices, practices, or services, or a reasonable
modification, i.e., a physical alteration to a housing unit or public or common use area,
the MHA will provide such a reasonable accommodation/modification, unless doing so
would result in a fundamental alteration to the nature of the program or an undue
financial and administrative burden. In such a case, the MHA will engage in an
interactive process with the individual or person acting on the individual’s behalf to make
another accommodation/modification that would not result in a fundamental alteration or
financial and administrative burden.

SECTION 3. PURPOSE

3.1 This Policy is intended to:

(a) communicate the MHA s position regarding reasonable accommodations/
modifications for persons with disabilities in connection with the MHA’s housing
programs services, and policies;

(b) establish a procedural guide for implementing such Policy; and

(¢) comply with applicable federal, state and local laws to ensure accessibility for

persons with disabilities to housing programs, benefits and services administered by

the MHA.

SECTION 4. AUTHORITY

4.1 The requirements of this Policy are based upon the following statutes and regulations:

3
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MANCHESTER HOUSING AUTHORITY
#7 The Plains, Office
Manchester-by-the-Sea, Massachusetts 01944
Tel: (978) 526-1850 -

(a)Section 504 of the Rehabilitation Act of 1973, as amended (“Section 504”), and
implementing regulations at 24 CFR part 8, which prohibit discrimination on the
basis of disability status by recipients of federal financial assistance;

(b)The Fair Housing Act (“FHA”), as amended, which prohibits discrimination in the
sale, rental and financing of dwellings on the basis of disability and other protected
classes. Reasonable accommodation requirements are further clarified under The
Joint Statement of the Department of Housing and Urban Development and the
Department of Justice on Reasonable Accommodations under the Fair Housing Act’;

(¢)Title II of the Americans With Disabilities Act (“ADA”), as amended, and
implementing regulations at 28 CFR part 35, prohibit discrimination on the basis of
disability status by public entities. Except as provided in §35.102(b), of 28 CFR Part
35, the ADA applies to all services, programs and activities provided or made
available by public entities (State and local governments and agencies and
instrumentalities thereof);

(d)Massachusetts General Laws chapter 151B, which prohibits discrimination against
persons with disabilities and other protected classes in the renting, leasing, or sale of
housing accommodations.

SECTION 5. MONITORING AND ENFORCEMENT

The MHA [Reasonable Accommodation Coordinator/Executive Director/Other
MHA employee] is responsible for monitoring the MHA’s compliance with this Policy
and enforcing the requirements under this Policy. Questions regarding this Policy, its
interpretation or implementation should be made by contacting the office by email at
ifrontiero@manchestermaha.org, in writing, or in person by appointment, at the office by
calling 978-526-1850.

SECTION 6. GENERAL PRINCIPLES FOR PROVIDING REASONABLE
ACCOMMODATIONS/MODIFICATIONS

6.1 Listed below are the general principles which provide a foundation for the Policy and
which MHA staff should apply when responding to requests for reasonable
accommodations/modifications within all MHA housing programs:

(a) It is presumed that the individual with a disability is usually knowledgeable of the
appropriate types of, and methods for providing, reasonable
accommodations/modifications needed when making a request. However, the MHA
may offer equally effective alternatives to the requested accommodation, and/or
alternative methods for providing the requested accommodation/modification.

3 https://wwvv.‘;ustice.gov/sites/der’auit/ﬁles/crt/legacv/2010/12/14/ioint statement ra.pdf .
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(b) The procedure for evaluation and responding to requests for a reasonable
accommodation/modification relies on a cooperative relationship between the MHA
and the applicant/resident, or person acting on the applicant/resident’s behalf. The
process is not adversarial. Instead, it is an interactive process, including for the
purposes of addressing any needed clarifications as to what is being requested or
information that was submitted, any further information that may be needed, and/or in
some cases, to discuss alternative accommodations/modifications that may meet the
individual’s needs.

(c) The MHA shall inform all applicants and residents of alternative forms of
communication. The Request for Reasonable Accommodations/Modifications form
(“Request Form”) (a copy of which is attached to this Policy and Procedures as
Attachment 2) is designed to assist the MHA and our applicants/residents. If an
applicant/resident does not, or cannot use the Request Form, the MHA will still
respond to the request for an accommodation/modification. The applicant/resident
may also request assistance with the Request Form. or may request that the Request
Form be provided in an equally effective format or means of communication through
auxiliary aids and services.

(i) Some examples of auxiliary aids and services include the following:
qualified interpreters, printed material, telecommunications products and
systems including text telephones (TTYs), assistive listening devices, or other
effective methods of making aurally delivered materials available to persons
who are deaf or hard of hearing; qualified readers, taped texts, audio
recordings, materials written in Braille, large print materials, or other effective
methods of making visually delivered materials available to individuals who
are blind or have low vision.

(d) If the accommodation/modification is reasonable (see Procedure 3 below), the
MHA will grant it.

(e) In accordance with Procedure 3 below, the MHA will grant the request for a
reasonable accommodation/modification only to the extent that an undue financial
and administrative burden or fundamental alteration to the nature of the program is
not created thereby. A “fundamental alteration” is a modification that alters the
essential nature of a provider's operations (e.g.. a request for a service such as a
transportation service that the MHA does not provide under its program). The MMA
will make a determination of undue financial and administrative burden on a case-by-
case basis, involving various factors, such as the cost of the reasonable
accommodation/modification, the financial resources of the MHA, the benefits the
accommodation/modification would provide to the requester, and the availability of
alternative accommodations/modifications that would adequately meet the requester’s
disability-related needs.
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The MHA will also grant reasonable modifications in accordance applicable laws,
including G.L. c. 151B § 4(7A) with respect to reasonable modifications that are at
the expense of owners in publicly assisted housing. The MHA will also set-aside and
consult resources for its state-aided public housing in accordance with PHN 2011-13.

(f) All written documents required by or as a result of this Policy must contain plain
language and be in appropriate alternative formats in order to communicate
information and decisions to the person requesting the accommodation/modification.

(g) Any in-person meetings with a person with mobility impairments will be held in
an accessible location. Reasonable accommodations will also be made to meet the
person’s disability-related needs, including through telephonic or remote meetings, as
well as through requested auxiliary aids or services, to ensure the person has an
equally effective opportunity to attend and participate

SECTION 7. AMENDMENTS

7.1. The Policy may be amended only by resolution of the Board of the MHA.

7.2. The Procedures may be amended within the scope of the Policy by the Board of the

7.3. Legal Compliance. Any amendment to the Policy or Procedures shall be consistent with
all applicable laws and regulations.

SECTION 8. STAFF TRAINING

The [Equal Opportunity Officer/Reasonable Accommodation Coordinator/Executive
Director/other MHA employee] will ensure that MHA staff are familiar with this Policy
and Procedures and all applicable federal, state and local requirements regarding
reasonable accommodations/modifications. The [Equal Opportunity Officer/Executive
Director] will avail himself/herself of training opportunities related to anti-discrimination
efforts and reasonable accommodations/modifications.

PART B: PROCEDURES

PROCEDURE 1 - COMMUNICATION WITH APPLICANTS AND RESIDENTS

1.

At the time of application, all applicants will be provided with the opportunity to request
a reasonable accommodation/modification on the Common Housing Application for
Massachusetts Public-Housing (CHAMP) or by paper application, or, upon the
applicant’s request, in another equally effective format. The Notice to All Applicants and

&0
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MANCHESTER HOUSING AUTHORITY
#7 The Plains, Office
Manchester-by-the-Sea, Massachusetts 01944
Tel: (978) 526-1850

Residents: Reasonable Accommodations and Modifications are available for Applicants
and Residents with Mental and/or Physical Disabilities (“Notice™) is attached to this
Policy and Procedures as Attachment 1.

2. MHA Residents seeking accommodations/modifications may contact the management
office located within their housing development or the management office for their
scattered site residence or call the MHA office at 978-526-1850.

3. The MHA is responsible for informing all residents that a request may be submitted for

reasonable accommodations/modifications for an individual with a disability. All
residents will be provided the Notice and the Request Form when requesting a reasonable
accommodation/modification. However, the Request Form cannot be required. A
resident may otherwise submit the request in writing, orally, and at any time. Upon
receiving the request, housing management and/or the [Reasonable Accommodation
Coordinator/Executive Director] will respond to the request within ten (10) business
days. If additional information or documentation is required, a written request should be
issued to the resident by using the Request for Information or Verification Form
(“Request for Information™) (a copy of which is attached to this Policy and Procedures as
Attachment 3). The Verification of Disability by Physician or Other Professional for
Reasonable Accommodation/Modification Request form (“Verification for Reasonable
Accommodation/Modification Request Form”) is attached to this Policies and Procedures
as Attachment 4).

4. The MHA will approve or deny the request as soon as possible, but not later than thirty
(30) days after receiving all needed information and documentation from the resident. All
decisions to grant or deny reasonable accommodations/modifications will be
communicated in writing or if required, in an alternative format to communicate the
decision to the applicant/resident. Exceptions to the thirty (30) day period for notification
of the MHA’s decision on the request should be provided to the resident in writing setting
forth the reasons for the delay. A copy of each of the Letter Denying Request for
Reasonable Accommodation/ Modification and the Letter Approving Request for
Reasonable Accommodation/ Modification is attached to this Policy and Procedure as
Attachment 5 and Attachment 6, respectively.

5. The MHA will maintain its offices written materials which summarize this Policy and
highlights the Procedures for making a request for reasonable
accommodation/modification.

PROCEDURE 2 - SEQUENCE FOR MAKING DECISIONS

STEP 1. Is the applicant/resident a qualified “individual with a disability’?
(a) If NO, the MHA is not obligated to make a reasonable accommodation/modification;
therefore, the MHA may deny the request.
(b) IF YES, proceed to Step 2.
(¢) If more information is needed, the MHA will seek additional information as

;
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appropriate through the standard Request for Information letter, the standard Request
for Meeting letter, and/or other equally effective method of communication (a copy of

- the Request for Meeting letter is attached to this Policy and Procedures as Attachment
7).

STEP 2. s the requested accommodation/modification related to the disability?
(a) If NO, the MHA is not obligated to make the accommodation/modification; therefore,
the MHA may deny the request.
(b) If YES, proceed to Step 3.
(¢) If more information is needed, the MHA will seek additional information as
appropriate through the standard Request for Information letter, the standard Request
for Meeting letter, and/or other equally effective method of communication

STEP 3. Is the requested accommodation reasonable? This determination will be made by
following PROCEDURE 3 - GUIDELINES FOR DETERMINING REASONABLENESS.
below.

(a) If YES, the MHA will approve the request for reasonable accommodation/
modification. A written description of the accommodation/modification will be
prepared and included in the Letter Approving Request for Reasonable
Accommodation/Modification.

(b) If NO, the MHA may deny the request. Submit the denial using the Letter Denying
Request for Reasonable Accommodation/Modification.

(c) If more information is needed, the MHA will seek additional information as
appropriate through the standard Request for Information letter, the standard Request
for Meeting letter, and/or other equally effective method of communication.

PROCEDURE 3 -GUIDELINES FOR DETERMININNG REASONABLENESS

1. In accordance with Section 6.1 of the Policy, the MHA will consider the requested
method for providing reasonable accommodations/modifications for an individual with a
disability. However, unless the disability-related need for an accommodation/
modification is obvious or otherwise known to the MHA, the MHA may require the
individual with a disability to provide further information to demonstrate the necd for the
requested accommodation to enable an equal opportunity to access, use, or enjoy the
housing program or MHA services and activities. Additionally, the MHA may offer
equally effective alternatives to the requested accommodation/modification, and/or
alternative methods for providing the requested accommodation through the interactive
process.

2. Requests for reasonable accommodation/modification will be considered on a case-by-
case basis. Decisions regarding reasonable accommodations/modifications will be made
in compliance with all applicable laws, regulations, and requirements. Additionally, in
those circumstances where the MHA deems that a proposed reasonable accommodation/

|
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modification would fundamentally alter the service, program, or activity, or would result
in undue financial and administrative burdens, the MHA has the burden of proving such
result(s).

3. The responsibility for the decision that a proposed reasonable accommodation/
modification would result in such alteration or burdens shall rest with the Executive
Director or his/her designee after considering all resources available for use in the
funding and operation of the service, program, or activity, and must be accompanied by
written statement of the reasons for reaching that conclusion. If an action would result in
such an alteration or such burdens, the MHA shall propose any other action that will not
result in or require a fundamental alteration or financial and administrative burden as part
of the interactive process.

4. Direct Threat. Generally, an accommodation is not required if it would pose a “direct
threat” to the health and safety of other individuals or would result in substantial physical
damage to the property of others. The MHA s assessment of “direct threat” will be
individualized and based on reliable objective evidence (e.g., current conduct, or a recent
history of overt acts). The MHA’s assessment will consider: (1) the nature, duration, and
severity of the risk of injury; (2) the probability that injury will actually occur; and (3)
whether there are any reasonable accommodations that will eliminate the direct threat. In
evaluating a recent history of overt acts, the MHA will take into account circumstances,
such as intervening treatment or medication, that have eliminated the direct threat (i.e., a
significant risk of substantial harm).

5. Verification. The MHA may generally verify a person has a disability only to the
extent necessary to determine that the person: is qualified for the housing for which they
are applying; is entitled to any disability-related preference or benefit they may claim; or
has a disability-related need for a requested accommodation/modification in order to have
an equal opportunity to enjoy the housing and/or participate in or benefit from the
MHA’s activities, programs, or services.

In response to reasonable accommodation/modification requests, the MHA may not
require verification of disability if the disability is obvious or otherwise know. The MHA
also may not ask what the disability is or require specific details as to the disability. The
MHA may require documentation of the disability-related need (i.e., information showing
that there is a relationship or nexus between the requested accommodation/modification
and the individual’s disability or effects of the disability), unless such need is obvious or
otherwise known. The MHA may not otherwise inquire into the nature or severity of the
disability, require access to confidential records, or require specific types of evidence of
disability or disability-related need.

6. Confidentiality. Information provided to the MHA in relation to a reasonable
accommodation/modification request will be kept confidential and will not be shared
with other persons unless they need the information to make or assess a decision to grant
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MANCHESTER HOUSING AUTHORITY

#7 The Plains, Office
Manchester-by-the-Sea, Massachusetts 01944
Tel: (978) 526-1850

or deny a reasonable accommodation/modification request or unless disclosure is
required by law.

7. Additional Procedures: Applicant Appeals and Tenant Grievances

[For programs subject to 760 CMR 5.08(2) and/or 760 CMR 6.03 & 6.08] When an LHA
determines that an applicant may be disqualified for housing because of a lease violation
at a prior tenancy or other disqualifying conduct, if the applicant shows that the lease
violation or disqualifying conduct was due to a disability, then these facts shall be
considered by the LHA as mitigating circumstances pursuant to 760 CMR 5.08(2).
Disability-related circumstances relating to a lease violation may also be presented by or
on behalf of a resident with a disability as part of the grievance process pursuant to 760
CMR 6.03 & 6.08. For example, a tenant may demonstrate that a lease violation arose
from a disability and that some circumstance has changed, and/or some reasonable
accommodation could be provided, making the conduct unlikely to recur. Such
circumstances may also be presented separately through a reasonable accommodation
request (e.g., a request to forego eviction) independent of the grievance process. Tenants
may also grieve LHA responses or inaction with respect to a reasonable
accommodation/modification request through the grievance process pursuant to 760
CMR 6.03 & 6.08.

Other Programs [insert]:
ATTACHMENTS:

Attachment 1 — Notice to All Applicants and Residents: Reasonable Accommodations and
Modifications are Available for Applicants and Residents with Mental and/or Physical
Disabilities

Attachment 2 — Request for Reasonable Accommodations/ Reasonable Modifications
Attachment 3 — Request for Information or Verification

Attachment 4 — Verification of Disability by Physician or Other Professional for Reasonable
Accommodation/Modification Request

Attachment 5 — Letter Denying Request for Reasonable Accommodation/Modification
Attachment 6 — Letter Approving Request for Reasonable Accommodation/Modification
Attachment 7 — Request for Meeting

Attachment 8 —Additional Program-Specific Requirements
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MANCHESTER HOUSING AUTHORITY
#7 The Plains, Office
Manchester-by-the-Sea, Massachusetts 01944

Tel: (978) 526-1850

Attachment 1: Notice of Availability of Reasonable Accommodations/Modifications

Notice to All Applicants and Residents: Reasonable Accommodations and Modifications
are Available for Applicants and Residents with Mental and/or Physical Disabilities

Local Housing Authority (LHA) does not discriminate against applicants or residents on the
basis of mental (including psychiatric) or physical disabilities. In addition, the LHA has an
obligation to provide "reasonable accommodations” and “reasonable modifications™ on account
of a disability if a applicant or resident or a household member is limited by the disability and for
this reason needs such an accommodation or modification. A reasonable accommodation is a
change that the LHA can make to its rules, policies, practices, or services, and a reasonable
modification is a change an LHA can make to its facilities (including physical alterations to the
housing unit or public or common use areas) that will assist an otherwise eligible person with a
disability to have equal opportunity to use and enjoy the housing or common or public use areas
or to participate fully in the LHA’s programs, activities, or services. Such changes may not be
reasonable if they are not financially and programmatically feasible for the housing authority.

An applicant or resident household which has a member with a mental and/or physical disability
must still be able to meet essential obligations of tenancy (for example, the household must be
able to pay rent, to care for the apartment, to report required information to The LHA, and to
avoid disturbing neighbors), but an accommodation or modification may be the basis by which
the household is able to meet those obligations of tenancy.

The LHA has an Accommodation Coordinator. If you need an accommodation or modification
because of a disability, please complete the attached form and return it to the LHA. Upon
reasonable request by the LHA, you must also submit documentation verifying the existence of a
disability and the disability-related need for the accommodation or modification. Within thirty
(30) calendar days of receipt of your request and documentation, the Accommodation
Coordinator will contact you to discuss what the LHA can reasonably do to provide you an
accommodation or modification on account of your disability.

[f you or a member of your household has a mental and/or physical disability, and as a result
needs an accommodation or modification, you, the household member, or authorized
representative, may request it at any time. However, you are not obliged to make such a request,
and if you prefer not to do so that is your right.




MANCHESTER HOUSING AUTHORITY

#7 The Plains, Office
Manchester-by-the-Sea, Massachusetts 01944
Tel: (978) 526-1850

Attachment 2: Request for Reasonable Accommodations/Modifications Form
Request for Reasonable Accommodations/Modifications

To: Accommeodation Coordinator

Housing Authority

Address

From:
Applicant or Resident Name (please print) Control Number

Address

Town/City, State, Zip

)
Area Code/Telephone Number

I. On account of my disability, I request the following be done in order to permit me to have equal
opportunity to use and enjoy the housing or public or common use areas or to participate fully in the
Housing Authority’s programs, activities, or services: (Describe)

2. This request for a reasonable accommodation/modification is necessary so that I can:

3. Documentation needed to verify the existence of my disability and my disability-related need for the
accommodation/modification is attached. (Attach appropriate documentation)

I attest that the foregoing information is true and correct.

Signature of Applicant or Resident (or authorized representative) Date
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MANCHESTER HOUSING AUTHORITY
#7 The Plains, Office
Manchester-by-the-Sea, Massachusetts 01944

Tel: (978) 526-1850

Attachment 3 — Request for Information or Verification

Manchester Housing Authority
Reasonable Accommodation
#7 Office The Plains
Manchester, MA 01944

Date:
To:

Dear Applicant or Resident:
We have received your request for a reasonable accommodation[modification].

We need to know more about [the disability-related need for your request] [explain issue, simply
and clearly stated] before we can decide whether to approve your request.

We need to know more because [provide reason, simple and clearly stated].

You can give us more information by [ providing the attached Verification of Disability by
Physician or Other Professional for Reasonable Accommodation/Modification Request form or
by other information demonstrating the disability-related need for your request].

If this is a problem for you, please reach out to our office and so that alternative methods of
providing the information may be made available to you.

We will not make a decision on your request for reasonable accommodation/modification until
we have this new information.

[f you think that you have given us this information, or if you think that we should not ask for
this information, please call us at 978-526-18500r email us at ifrontiero@manchestermaha.org.

Thank you

irene Frontiero
Executive Director
Manchester Housing Authority
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MANCHESTER HOUSING AUTHORITY

#7 The Plains, Office
Manchester-by-the-Sea, Massachusetts 01944
Tel: (978) 526-1850

Attachment 4 — Verification for Reasonable Accommodation/Modification Request Form

Verification of Disability by Physician or Other Professional
for Reasonable Accommodation/Modification Request

Name of Physician or other professional:

Profession:

Address

Date

Applicant/Resident Name

Applicant/Resident Address

I hereby authorize release of the following information: (Applicant/Resident
Signature)

A local housing authority (LHA) may request verification that an applicant/resident has a disability to
determine whether the applicant/resident needs a reasonable accommodation in the LHA's rules. policies,
practices or services, or needs a reasonable modification of the leased premises or public or common usc
areas, in order to have equal opportunity to use and enjoy the leased premises or the public or common
use areas, or to participate fully in the LHA’s programs, activities, or services. The above-named
applicant/resident has authorized your release of the requested information. We would appreciate your
prompt response to the questions on the reverse side of this letter. If you have questions, please contact
our office. Thank you for your anticipated cooperation.

Sincerely,

Executive Director and/or Reasonable Accommodation Coordinator

(E\ 14
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MANCHESTER HOUSING AUTHORITY
#7 The Plains, Oftice
Manchester-by-the-Sea, Massachusetts 01944

Tel: (978) 526-1850

The following proposed reasonable accommodation(s)/reasonable modification(s) to provide the
applicant/resident equal opportunity to use and enjoy the LHA’s housing, programs, etc. is (are) under
consideration by the LHA:

THE FOLLOWING TO BE COMPLETED BY PHYSICIAN (OR OTHER PROFESSIONAL):

1. Based upon your knowledge, does the above-named applicant/resident have a physical or mental
impairment which substantially limits one or more major life activities,* or, do you have a record(s) of
such an impairment for the above-named applicant/resident? Circle the appropriate answer:

Yes / No

*Note: Determination of whether a physical or mental impairment substantially limits a major life activity
is to be made without regard to the ameliorative effects of mitigating measures (e.g., assess substantial
limitation of a major life activity, including the operation of a major bodily function, without considering
the benefit of medication, assistive devices, etc., to the individual). Furthermore, an impairment that is
episodic or in remission is a disability if it would substantially limit a major life activity when active.

2. Does the applicant/resident have a disability-related need for the abovementioned reasonable
accommodation(s)/ reasonable modification(s) based on the physical or mental impairment? Please
explain® your response.

“Note: please only provide information that demonstrates there is a relationship between a disability
verified by a “yes” response to question 1 above and the need for the proposed reasonable
accommodation/modification. Please do not otherwise provide information as to the nature or severity of
the disability.

3. Other comments (please do not provide information that is not directly relevant to the reasonable

accommodation(s)/reasonable modification(s)):

15
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MANCHESTER HOUSING AUTHORITY

#7 The Plains, Office
Manchester-by-the-Sea, Massachusetts 01944
Tel: (978) 526-1850

CERTIFICATION: I certify that the information provided above represents my professional judgment
and is true and correct to the best of my knowledge and belief.

Signature of Physician or Professional Date:
Name: Address:
Telephone #:
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MANCHESTER HOUSING AUTHORITY
#7 The Plains, Office
Manchester-by-the-Sea, Massachusetts 01944
Tel: (978) 526-1850

Attachment 5 — Letter Denying Request for Reasonable Accommodation/Modification

Manchester Housing Authority
Reasonable Accommodation
#7 Office The Plains
Manchester, MA 01944

Date:
To:

Dear Applicant or Resident:

We have denied your request for a reasonable accommodation[modification] for the following
reasons: [list legal reason (e.g., undue administrative and financial burden to the MHA) simply
and clearly stated].

If you have any questions or disagree with this decision and believe you can provide the MHA
with additional information as to why the requested accommodation should be approved, please
contact us at 978-526-1850.

Thank you

Irene Frontiero
Executive Director
Manchester Housing Authority
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MANCHESTER HOUSING AUTHORITY

#7 The Plains, Office
Manchester-by-the-Sea, Massachusetts 01944
Tel: (978) 526-1850

Attachment 6 — Letter Approving Request for Reasonable Accommodation/Modification

Manchester Housing Authority
Reasonable Accommodation
#7 Office The Plains
Manchester, MA 01944

Date:
To:

Dear Applicant or Resident:

We have approved your request for the following change or reasonable accommodation
[modification][description]:

We can provide you with this accommodation [modification] by [date].

[If there is a delay in providing the accommodation, explain the reason for delay simply and
clearly].

[f you think this change or reasonable accommodation [modification] is not what you requested.
if it is not acceptable, if you object to the amount of time it will take to provide it, or otherwise
have questions, please contact the office at 978-526-1850.

Thank you

Irene Frontiero
Executive Director
Manchester Housing Authority
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MANCHESTER HOUSING AUTHORITY
#7 The Plains, Office
Manchester-by-the-Sea, Massachusetts 01944

Tel: (978) 526-1850

Attachment 7 — Request for Meeting

Manchester Housing Authority
Reasonable Accommodation
#7 Office The Plains
Manchester, MA 01944

Date:
To:

Dear Applicant or Resident:

We have received your request for a reasonable accommodation dated [xx/xx/xxxx]. It would
help us make our decision if we could meet with you. You are entitled to bring someone to assist
you at the meeting.

We would like to meet on [date, time, place] [include remote meeting and telephonic meeting
options as an alternative to an in-person meeting]. If you cannot come at that time, please call us
at 978-526-1850, and we can find a mutually agreeable date and time.

We will talk about [describe issue, simply and clearly] at this meeting.

Please come ready to talk to us about the changes you want. Please bring copies of any
information that you would like to provide us.

We look forward to meeting with you,
[f you have questions, or if you need any accommodations for this meeting, please contact the
office at 978-526-1850.

[Signature and closing]

Thank you

Irene Frontiero
Executive Director
Manchester Housing Authority
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Tel: (978) 526-1850

Attachment 8 — Additional Program-Specific Requirements

[Insert as applicable]

Eh 20

ECiifl ROUZ0ROG
GEFORTUNITY









Manchester Housing Authority, Inc.
Post Office Box 608
Manchester-by-the-Sea, Massachusetts 01944-0608
Tel: (978) 526-1850 Fax: (978) 526-1604

Noise Policy

The Manchester Housing Authority has adopted the following noise policy for the purpose of
resident relations.

A certain amount of noise can be expected in apartment living. Residents and guest are
expected to minimize their noise so as not to disturb others. Conversations in common areas
should be kept to a reasonable volume. Televisions, radios and other similar devices should not
be used in the common area.

Quiet hours will be enforced between 11:00 p.m. and 7:00 a.m. During those hours, apartment
M‘,oors should be closed and all noise, conversation, television, radios, etc, should be contained
‘vithin you apartment.

Courtesy hours are those hours not specifically designated as quiet hours. Courtesy hours are a
matter of common sense. This means that if you or your guests are making noise loud enough
to disturb your neighbors inside or outside of your apartment, than you are in violation of
courtesy hours. Thus loud conversations, televisions, radios and other disturbances will not be
tolerated.

Violators of the noise policy will be given a written warning on first offense. Subsequent
offenses will result in legal action.

Adopted by the Manchester Housing Authority in 2000.
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1. General Overview

GRIEVANCE PROCEDURE POLICY

The Grievance Procedure is an administrative method required by the Department
of Housing and Community Development (DHCD) regulations (760 CMR 6.08) to deal
promptly and reliably with resident complaints. The procedure must be available to
housing tenants, participants in the Massachusetts Rental Voucher Program (MRVP) and
the Alternative Housing Voucher Program (AHVP) and to individuals who file appeals
pursuant to 760 CMR 8.00 (Privacy and Confidentiality Regulation).

A. A grievance is defined as:

(1) an allegation that an Manchester Housing Authority employee has
acted or failed to act in accordance with the tenant’s lease or any statute, regulation, or
rule regarding the conditions of tenancy and the alleged action or failure to act has
adversely affected the status, rights, duties or welfare of the grievant and/or a household
member;

(2) an allegation that an Manchester Housing Authority employee has
acted or failed to act in accordance with any statute, regulation, or rule regarding the
program and that the alleged action or failure to act has adversely affected the status,
rights, duties, or welfare of the grievant or a household member;

(3) an appeal by a data subject pursuant to 760 CMR 8.00

B. The meaning of a statute, regulation or rule shall not be the subject of a
grievance. A dispute between a tenant and another tenant or household member, in
which the Manchester Housing Authority is not involved, shall not be the subject of a
grievance. A grievance shall not be filed by a tenant on behalf of another tenant or any
household member of another tenant.

II. Initiation of a Grievance

A, A grievance regarding whether good cause exists for terminating a lease
shall be initiated by a tenant, in writing, and shall be mailed
(postmarked) delivered to the Manchester Housing Authority at its
main office within seven (7) days after a notice of lease termination has
been given to the tenant by the Manchester Housing Authority



B. A grievance regarding some other matter shall be initiated by a grievant
in writing and shall be mailed (postmarked) or delivered to the
Manchester Housing Authority at its main office no more than
fourteen (14) days after the date on which the grievant first became
aware or should have become aware of the subject matter of the
grievance, provided the Manchester Housing Authority shall have
discretion to permit a grievance to be initiated late.

C. In the event that a tenant files a grievance as to the amount of a
redetermined rent within fourteen (14) days of the Manchester Housing
Authority notice of the redetermined rent, the tenant shall continue
to pay the rent then in effect (unless the redetermined rent is lower) until
final disposition of the grievance. Upon final disposition of the
grievance, the tenant shall pay any additional amounts determined to
have been due but not paid since the effective date set out in the notice of
redetermined rent or the Manchester Housing Authority shall

credit the tenant with any amounts paid but determined not to have been
due.

D. The Manchester Housing Authority shall permit additional time
for initiation of a grievance if the Manchester Housing Authority
shall find that there was a good reason for late initiation of the
grievance and that the late initiation would not cause prejudge to the
Manchester Housing Authority. The Manchester Housing Authority
shall have available forms on which a grievance may be initiated.

HI. Informal Settlement Conference

Promptly after the initiation of a grievance, unless otherwise provided, the
Manchester Housing Authority Executive Director or his or her designee shall give the
grievant the opportunity to discuss the grievance informally in an attempt to settle the
grievance without the necessity of a grievance hearing. The Manchester Housing
Authority shall give reasonable advance notice to the grievant and his or her
representative (if any) of a time and place for an informal settlement conference, unless
such a conference shall have taken place when the grievance was delivered to the
Manchester Housing Authority. At the informal settlement conference, the
Manchester Housing Authority and the grievant may be represented by a lawyer or by a
non-lawyer, If the grievance is resolved at the informal settlement conference, the
Manchester Housing Authority and grievant shail acknowledge the terms of the
resolution in writing. If the grievance is resolved at the informal settlement conference
no grievance hearing shall be held. If'a grievance is not resolved at the informal
conference, a grievance hearing shall be held. Failure to attend an informal settlement
conference shall not affect a grievant’s right to a grievance hearing.



IV.  Right to a Hearing

A. The Manchester Housing Authority hearing officer shall conduct hearings
on grievances filed by a public housing tenant, a program participant, or a data  subject
concerning a grievable matter, provided that no grievance hearing regarding whether
good cause exists for terminating a lease shall be requested or held under any of the
circumstances specified in MGL ¢.121B, §32, including the following circumstances:

(1)
@

in the event of non-payment of rent;
in the event the Manchester Housing Authority has reason to

a.

believe that tenant or household member:

has unlawfully caused serious physical harm to another
tenant or employee of the Manchester Housing
Authority or any other person lawfully on the Manchester
Housing property;

has unlawfully threatened to cause serious physical harm
to any member of a tenant household or an Manchester
Authority employee or any person lawfully on the
Manchester Housing Authority property;

has unlawfully destroyed, vandalized or stolen property

of any member of a tenant household or of the
Manchester Housing Authority or of any person lawfully
on the Manchester Authority’s property, if such conduct
involved a serious threat to the health or safety of any such
person; ‘

has unlawfully possessed, carried or kept a weapon on or
adjacent to the Manchester Housing Authority property
in violation of MGL ¢.269 §10;

has unlawfully possessed or used an explosive or
incendiary device on or adjacent to Manchester Housing
Authority property or has otherwise violated MGL c.266
or 102B;

has unlawfully possessed. Sold or possessed with intent
distribute a class A, B, or C controlled substance as
defined in MGL ¢.94C §31, on or adjacent to the
Manchester Housing Authority ‘s property;

has engaged in other criminal conduct which has seriously
threatened or endangered the health or safety of any

tenant household, a Manchester Housing Authority
employee any person lawfully on the Manchester Housing
Authority’s property, or

has engaged in behavior which would be cause for voiding
lease pursuant to the provision of MGL ¢.139 §19; or

LI



3) in the event the Manchester Housing Authority has reason to
believe a guest of a tenant or a guest of a household member has
engaged in the behavior listed in subparagraph 4A (2) and that the
tenant knew beforehand or should have known beforehand that
there was a reasonable possibility that the guest would engage in
Misconduct.

V. Hearing Date and Notice of Hearing

A. The Manchester Housing Authority shall schedule a grievance hearing
regarding whether good cause exists for terminating a lease within fourteen (14) days
after the date on which the Manchester Housing Authority receives the grievance. At
such time, the Manchester Housing Authority shall set a date for the hearing no more
than thirty (30) days from the date of the request for a grievance hearing (or as soon as
reasonably practical thereafter) and at least fifteen (15) days prior to the date of
termination. The Manchester Housing Authority shall give grievant written notice of
the date, time and place at least seven (7) days before the hearing. At the grievance
hearing any additional reason(s) for termination of the lease, which arose subsequent to
the date of the notice of termination, shall be considered so long as the Manchester
Housing Authority has given written notice to the grievant as to the additional reason(s)
not less than three (3) days before the hearing, or, if the additional reason(s) for
termination shall have arisen within such three (3) day period, a subsequent session of the
hearing may be scheduled on not less than three (3) days notice to consider such
reason(s). In lease terminations if grievant is entitled to request a grievance hearing and
has made a timely request, the Manchester Housing Authority shall not file a summary
process summons and complaint seeking an eviction pending the hearing and a decision
or other resolution in the Manchester ousing Authority’s favor.

B. A hearing of a grievance regarding an issue other than lease termination shall
be scheduled as soon as reasonable convenient following receipt of the grievance. The
Manchester Housing Authority shall give reasonable advance written notice of the time
and place of the hearing to the grievant and to his or her representative, if any is known.

C. The Manchester Housing Authority or the Presiding Member may reschedule
a hearing by agreement of the Manchester Housing Authority and the grievant; or upon
a showing by the grievant or by the Manchester Housing Authority that rescheduling is
reasonably necessary.

VI. Pre-Hearing Examination of Relevant Documents

Prior to a grievance hearing the Manchester Housing Authority shall give the
grievant or his or her representative a reasonable opportunity to examine Manchester
Housing Authority documents which are directly relevant to the grievance. Following a
timely request, the Manchester Housing Authority shall provide copies of such



documents to grievant and for good cause (including financial hardship), may waive the
charge for the copies.

VII. Persons Entitled to be Present

The grievance hearing shall be private unless the grievant requests that it be open
to the public. If the grievant requests an open hearing, the hearing shall be open
to the public unless the Presiding Member of the grievance panel otherwise orders. The
Manchester Housing Authority and the grievant shall be entitled to specify a reasonable
number of persons who may be present at a private hearing. A challenge to the presence
of any such person shall be decided by the Presiding Member. At the grievance hearing,
the Manchester Housing Authority and the grievant may be represented by a lawyer or
by a non-lawyer. Each person present at the hearing shall conduct himself or herself in
an orderly manner or he or she may be excluded. If the grievant misbehaves at the
hearing, the hearing panel by majority vote may take other appropriate measures to deal
with the misbehavior including dismissing the grievance.

VII. Procedure at Grievance Hearings

The hearing panel shall conduct the grievance hearing in a fair manner without
undue delay. The Presiding Member shall initially take appropriate steps to define the
issues. Thereafter, relevant information. Including testimony of witnesses and written
material, shall be received regarding such issues. Both the grievant and the Manchester
Housing Authority shall be entitled to question each other’s witnesses. Procedure at the
hearing shall be informal, and formal rules of evidence shall not apply. The hearing shall
be tape recorded. The panel members may question witnesses and may take notice of
matters of common knowledge and applicable laws., regulations and Manchester
Housing Authority rules and policies. The panel members may request the Manchester
Housing Authority or the grievant to produce additional information which is relevant to
the issues or which is necessary for a decision to be made provided that the other party is
provided an opportunity to respond to such additional information.

The tapes of the hearing shall be maintained by the Manchester Housing
Authority until any applicable appeals have been decided. During that time grievant and

or his or her representative may listen to the tapes at the Manchester Housing
Authority’s offices.

IX. Written Decision by the Grievance Panel

Within fourteen (14) days following the hearing or as soon thereafter as
reasonably possible, the hearing panel shall provide the Manchester Housing
Authority with a written decision on the grievance, describing the factual situation and



ordering whatever relief, if any, that shall be appropriate under the circumstances and
under applicable laws, regulations, rules and/or policies. The decision shall be made by
a vote of at least a majority of the panel members who heard the hearing. The decision
shall be made by a vote of at least a majority of the panel members who heard the
hearing. The decision shall be based on the information at the grievance hearing and
such additional information as may have been provided to the hearing panel at its request.
The Manchester Housing Authority shall forthwith mail or otherwise deliver a copy of
the decision to the grievant and his or her representative if any. A copy of the decision
(with names and personal identifiers deleted) shall hereafter be maintained at the
Manchester Housing Authority and shall be open to public inspection.

X.

XIL.

Review by the Manchester Housing Authority’s Board

In cases where the decision of the hearing panel concerns whether good cause
exists for terminating a lease, there shall be no review by the Manchester
Housing Authority’s Board. In other cases, in the event that the grievant or the
Manchester Housing Authority believes that:

() the decision of the hearing panel is not supported by the facts;

(b) the decision does not correctly apply the terms of the lease or

applicable laws, regulations, rules and/or policies; or
(©) the subject matter is not grievable;

within fourteen (14) days of mailing or other delivery of the decision, the grievant
or the Manchester Housing Authority may request review of the decision by the
Hudson Housing Authority’s Board. The Board shall promptly decide whether
to uphold, set aside or modify the decision after permitting the Manchester
Housing Authority and grievant to make oral presentations and/or submit
documentation. The Board may also permit the hearing panel to make a
presentation. The Board’s review shall be at an open meeting unless an executive
session is warranted pursuant to the Open Meeting Law. The decision of the
Board shall be in writing and shall explain its reasoning. If a written decision is
not rendered within forty-five (45) days from the date a review is requested, the
decision of the Board , when rendered, shall specify a reason showing that there
has been no undue delay.

Review by the Department of Housing and Community Development

In the event that the Manchester Housing Authority’s Board shall make a
material change in a decision of the grievance panel, upon written request of the
grievant, made to DHCD within fourteen (14) days of mailing or other delivery of
the Board’s decision, DHCD shall review the decision of the Board and shall
render a written decision upholding, setting aside or modifying the decision of the
Board, DHCD shall mail copies of its decision to the Manchester Housing
Authority and the grievant or to their attorneys.



XII.  Effect of a Decision on a Grievant

The final decision on a grievance (after any properly requested administrative
reviews have been decided) shall be binding between the Manchester Housing
Authority and the grievant with respect to the particular circumstances involved
in the grievance, provided that if a court has Jurisdiction to determine a matter
which has been subject to a decision on a grievance, the court’s determination on
the matter shall supersede the decision on the grievance. In the event the hearing
panel’s decision on a grievance determines that good cause exists for terminating
a lease, the Manchester Housing Authority may, upon receipt of the decision,
file a summary process summons and complaint, and there shall be no review by
the Board or DHCD. The fact that a person may have failed to grieve a matter
shall not affect any such jurisdiction by a court. As between the Manchester
Housing Authority and any person who was not a grievant, the decision on a
grievance shall have no binding effect.

Policy Adopted on







MANCHESTER HOUSING AUTHORITY

GRIEVANCE PROCEDURE POLICY

I. General Overview

The Grievance Procedure is an administrative method required by the Department
of Housing and Community Development (DHCD) regulations (760 CMR 6.08) to deal
promptly and reliably with resident complaints. The procedure must be available to
housing tenants, participants in the Massachusetts Rental Voucher Program (MRVP) and
the Alternative Housing Voucher Program (AHVP) and to individuals who file appeals
pursuant to 760 CMR 8.00 (Privacy and Confidentiality Regulation).

A. A grievance is defined as:

(1) an allegation that an Manchester Housing Authority employee has
acted or failed to act in accordance with the tenant’s lease or any statute, regulation, or
rule regarding the conditions of tenancy and the alleged action or failure to act has
adversely affected the status, rights, duties or welfare of the grievant and/or a household
member;

(2) an allegation that an Manchester Housing Authority employee has
acted or failed to act in accordance with any statute, regulation, or rule regarding the
program and that the alleged action or failure to act has adversely affected the status,
rights, duties, or welfare of the grievant or a household member;

(3) an appeal by a data subject pursuant to 760 CMR 8.00

B. The meaning of a statute, regulation or rule shall not be the subject of a
grievance. A dispute between a tenant and another tenant or household ~ member, in
which the Manchester Housing Authority is not involved, shall not be the subject of a
grievance. A grievance shall not be filed by a tenant on behalf of another tenant or any
household member of another tenant.

I1. Initiation of a Grievance

A. A grievance regarding whether good cause exists for terminating a lease
shall be initiated by a tenant, in writing, and shall be mailed
(postmarked) delivered to the Manchester Housing Authority at its
main office within seven (7) days after a notice of lease termination has
been given to the tenant by the Housing Authority






B. A grievance regarding some other matter shall be initiated by a grievant
in writing and shall be mailed (postmarked) or delivered to the
Manchester Housing Authority at its main office no more than
fourteen (14) days after the date on which the grievant first became
aware or should have become aware of the subject matter of the
grievance, provided the Manchester Housing Authority shall have
discretion to permit a grievance to be initiated late.

C. In the event that a tenant files a grievance as to the amount of a
redetermined rent within fourteen (14) days of the Housing
Authority notice of the redetermined rent, the tenant shall continue
to pay the rent then in effect (unless the redetermined rent is lower) until
final disposition of the grievance. Upon final disposition of the
grievance, the tenant shall pay any additional amounts determined to
have been due but not paid since the effective date set out in the notice of
redetermined rent or Housing Authority shall credit the tenant with any
amounts paid but determined not to have been due.

D. The Manchester Housing Authority shall permit additional time
for initiation of a grievance if the Manchester Housing Authority
shall find that there was a good reason for late initiation of the
grievance and that the late initiation would not cause prejudge to the
Manchester Housing Authority. The Housing Authority
shall have available forms on which a grievance may be initiated.

I11. Informal Settlement Conference

Promptly after the initiation of a grievance, unless otherwise provided, the
Manchester Housing Authority Executive Director or his or her designee shall give the
grievant the opportunity to discuss the grievance informally in an attempt to settle the
grievance without the necessity of a grievance hearing. The Manchester Housing
Authority shall give reasonable advance notice to the grievant and his or her
representative (if any) of a time and place for an informal settlement conference, unless
such a conference shall have taken place when the grievance was delivered to the
Manchester Housing Authority. At the informal settlement conference, the
Manchester Housing Authority and the grievant may be represented by a lawyer or by a
non-lawyer, If the grievance is resolved at the informal settlement conference, the
Manchester Housing Authority and grievant shall acknowledge the terms of the
resolution in writing. If the grievance is resolved at the informal settlement conference
no grievance hearing shall be held. If a grievance is not resolved at the informal
conference, a grievance hearing shall be held. Failure to attend an informal settlement
conference shall not affect a grievant’s right to a grievance hearing.

1Vv. Right to a Hearing
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A. The Manchester Housing Authority hearing officer shall conduct hearings
on grievances filed by a public housing tenant, a program participant, or a data subject
concerning a grievable matter, provided that no grievance hearing regarding whether
good cause exists for terminating a lease shall be requested or held under any of the
circumstances specified in MGL ¢.121B, §32, including the following circumstances:

(H in the event of non-payment of rent.
2) in the event the Manchester Housing Authority has reason to
believe that tenant or household member:
a. has unlawfully caused serious physical harm to another

tenant or employee of the Manchester Housing Authority
or any other person lawfully on the Manchester Housing
property.

b. has unlawfully threatened to cause serious physical harm
to any member of a tenant household or a Manchester

Authority employee or any person lawfully on the
Manchester Housing Authority property.

c. has unlawfully destroyed, vandalized or stolen property
of any member of a tenant household or of the Manchester
Housing Authority or of any person lawfully on the
Authority’s property, if such conduct involved a serious

threat to the health or safety of any such person.

d. has unlawfully possessed, carried, or kept a weapon on or
adjacent to the Manchester Housing Authority property
in violation of MGL ¢.269 §10.

e. has unlawfully possessed or used an explosive or
incendiary device on or adjacent to Manchester Housing

Authority property or has otherwise violated MGL ¢.266
or 102B.

f. has unlawfully possessed. Sold or possessed with intent
to distribute a class A, B, or C controlled substance as
defined in MGL ¢.94C §31, on or adjacent to the

Manchester Housing Authority s property.

g. has engaged in other criminal conduct which has seriously
threatened or endangered the health or safety of any
tenant household, a Manchester Housing Authority
employee any person lawfully on the Manchester
Housing Authority’s property, or

h. has engaged in behavior which would be cause for voiding
lease pursuant to the provision of MGL ¢.139 §19; or

(3) in the event the Manchester Housing Authority has reason to
believea guest of a tenant or a guest of a household member has
engaged in the behavior listed in subparagraph 4A (2) and that the

(8]






tenant knew beforehand or should have known beforehand that
there was a reasonable possibility that the guest would engage in
Misconduct.

V. Hearing Date and Notice of Hearing

A. The Manchester Housing Authority shall schedule a grievance hearing
regarding whether good cause exists for terminating a lease within fourteen (14) days
after the date on which the Manchester Housing Authority receives the grievance. At
such time, the Manchester Housing Authority shall set a date for the hearing no more
than thirty (30) days from the date of the request for a grievance hearing (or as soon as
reasonably practical thereafter) and at least fifteen (15) days prior to the date of
termination. The Manchester Housing Authority shall give grievant written notice of
the date, time, and place at least seven (7) days before the hearing. At the grievance
hearing any additional reason(s) for termination of the lease, which arose subsequent to
the date of the notice of termination, shall be considered so long as the Manchester
Housing Authority has given written notice to the grievant as to the additional reason(s)
not less than three (3) days before the hearing, or, if the additional reason(s) for
termination shall have arisen within such three (3) day period, a subsequent session of the
hearing may be scheduled on not less than three (3) days notice to consider such
reason(s). Inlease  terminations if grievant is entitled to request a grievance hearing
and has made a timely request, the Manchester Housing Authority shall not file a
summary process summons and complaint seeking an eviction pending the hearing and a
decision or other resolution in the Manchester Housing Authority’s favor.

B. A hearing of a grievance regarding an issue other than lease termination shall
be scheduled as soon as reasonable convenient following receipt of the grievance. The
Manchester Housing Authority shall give reasonable advance written notice of the time
and place of the hearing to the grievant and to his or her representative, if any is known.

C. The Manchester Housing Authority or the Presiding Member may
reschedule a hearing by agreement of the Manchester Housing Authority and the
grievant; or upon a showing by the grievant or by the Manchester Housing Authority
that rescheduling is reasonably necessary.

V1. Pre-Hearing Examination of Relevant Documents

Prior to a grievance hearing the Manchester Housing Authority shall give the
grievant or his or her representative a reasonable opportunity to examine Manchester
Housing Authority documents which are directly relevant to the grievance. F ollowing
a timely request, the Manchester Housing Authority shall provide copies of such
documents to grievant and for good cause (including financial hardship), may waive the
charge for the copies.






VII. Persons Entitled to be Present

The grievance hearing shall be private unless the grievant requests that it be open to the
public. If the grievant requests an open hearing, the hearing shall be open to the public
unless the Presiding Member of the grievance panel otherwise orders. The Manchester
Housing Authority and the grievant shall be entitled to specify a reasonable number of
persons who may be present at a private hearing. A challenge to the presence of any such
person shall be decided by the Presiding Member. At the grievance hearing, the
Manchester Housing Authority and the grievant may be represented by a lawyer or by a
non-lawyer. Each person present at the hearing shall conduct himself or herself in an
orderly manner or he or she may be excluded. If the grievant misbehaves at the hearing,

the hearing panel by majority vote may take other appropriate measures to deal
with the misbehavior including dismissing the grievance.

VIII. Procedure at Grievance Hearings

The hearing officer shall conduct the grievance hearing in a fair manner without
undue delay. The Presiding Member shall initially take appropriate steps to define the
issues. Thereafter, relevant information. Including testimony of witnesses and written
material, shall be received regarding such issues. Both the grievant and the Manchester
Housing Authority shall be entitled to question each other’s witnesses. Procedure at the
hearing shall be informal, and formal rules of evidence shall not apply. The hearing shall
be tape recorded. The panel members may question witnesses and may take notice of
matters of common knowledge and applicable laws., regulations and Manchester
Housing Authority rules and policies. The panel members may request the Manchester
Housing Authority or the grievant to produce additional information which is relevant to
the issues or which is necessary for a decision to be made provided that the other party is
provided an opportunity to respond to such additional information.

The tapes of the hearing shall be maintained by the Manchester Housing
Authority until any applicable appeals have been decided. During that time grievant
and or his or her representative may listen to the tapes at the Manchester Housing
Authority’s offices.

IX. Written Decision by the Grievance Officer

Within fourteen (14) days following the hearing or as soon thereafter as reasonably
possible, the hearing officer shall provide the Manchester Housing Authority with a
written decision on the grievance, describing the factual situation and ordering whatever
relief, if any, that shall be appropriate under the circumstances and under applicable laws,
regulations, rules and/or policies. The decision shall be made by the hearing officer who
heard the hearing. The decision shall be based on the information at the grievance
hearing and such additional information as may have been provided to the hearing officer

wn






at its request. The Manchester Housing Authority shall forthwith mail or otherwise
deliver a copy of the decision to the grievant and his or her representative if any. A copy
of the decision (with names and personal identifiers deleted) shall hereafter be maintained

at the Manchester Housing Authority and shall be open to public inspection.

X.

Review by the Manchester Housing Authority’s Board

In cases where the decision of the hearing panel concerns whether good cause exists

for terminating a lease, there shall be no review by the Manchester Housing
Authority’s Board. In other cases, if the grievant or the Manchester Housing
Authority believes that:

XL

XIIL.

(a) the decision of the hearing panel is not supported by the facts.

(b) the decision does not correctly apply the terms of the lease or
applicable laws, regulations, rules and/or policies; or

(c) the subject matter is not grievable.

within fourteen (14) days of mailing or other delivery of the decision, the grievant
or the Manchester Housing Authority may request review of the decision by the
Manchester Housing Authority’s Board. The Board shall promptly decide
whether to uphold, set aside or modify the decision after permitting the
Manchester Housing Authority and grievant to make oral presentations and/or
submit documentation. The Board may also permit the hearing panel to make a
presentation. The Board’s review shall be at an open meeting unless an executive
session is warranted pursuant to the Open Meeting Law. The decision of the
Board shall be in writing and shall explain its reasoning. If a written decision is
not rendered within forty-five (45) days from the date a review is requested, the
decision of the Board, when rendered, shall specify a reason showing that there
has been no undue delay.

Review by the Department of Housing and Community Development

In the event that the Manchester Housing Authority’s Board shall make a
material change in a decision of the grievance panel, upon written request of the
grievant, made to DHCD within fourteen (14) days of mailing or other delivery of
the Board’s decision, DHCD shall review the decision of the Board and shall
render a written decision upholding, setting aside or modifying the decision of the
Board, DHCD shall mail copies of its decision to the Manchester Housing
Authority and the grievant or to their attorneys.

Effect of a Decision on a Grievant

The final decision on a grievance (after any properly requested administrative
reviews have been decided) shall be binding between the Manchester Housing






Authority and the grievant with respect to the particular circumstances involved
in the grievance, provided that if a court has jurisdiction to determine a matter
which has been subject to a decision on a grievance, the court’s determination on
the matter shall supersede the decision on the grievance. In the event the hearing
panel’s decision on a grievance determines that good cause exists for terminating
a lease, the Manchester Housing Authority may, upon receipt of the decision,
file a summary process summons and complaint, and there shall be no review by
the Board or DHCD. The fact that a person may have failed to grieve a matter
shall not affect any such jurisdiction by a court. As between the Manchester
Housing Authority and any person who was not a grievant, the decision on a
grievance shall have no binding effect.

Policy Adopted on February 27,2019






MANCHESTER HOUSING AUTHORITY

GRIEVANCE PROCEDURE COMPLAINT FORM

Nane:

Last First Middle

Development:

Apartment: 4. Floor:

Complaint: (please check one or more)

A. MAINTENANCE

1. Leaks 2. Windows 3. Doors 4. Bedroons

5. Kitchen 6. Bathroon 7. Heat 8. Rats or Roaches

9. Other (please specify):

B. ANOTHER TENANT

1. Threats or Attacks 2. DNuisance

3. Other (please specify):

C. OTHER (please specify):

Please describe completely the facts of your complaint. This
should include, if appropriate, any dates, any names of people
to whom you spoke or wrote, the specific complained-of action
or lack of action, and if possible write this out in the order
the events took place. You might also want to add the names
of other people through whon your complaint can be checked.



7. Please write down what action you would like to be taken on
your complaint. Please be as specific as possible.

8. Date of Complaint:

Month / Date / Year / Day of Week
9. Time of Complaint: a,m.,/p.m. (circle one)
10.
Signature of GHA Official Signature of Complaining Tenant
70 BE FILED IN BY MANAGER OR OTHER MHA OFFICIAL
11. Routine Emergency

12. Assigned to whom:

13. Date and time of Assignment:

14. Date of private conference:
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MANCHESTER HOUSING AUTHORITY

GRIEVANCE PROCEDURE POLICY

1. General Overview

The Grievance Procedure is an administrative method required by the Department
of Housing and Community Development (DHCD) regulations (760 CMR 6.08) to deal
promptly and reliably with resident complaints. The procedure must be available to
housing tenants, participants in the Massachusetts Rental Voucher Program (MRVP) and
the Alternative Housing Voucher Program (AHVP) and to individuals who file appeals
pursuant to 760 CMR 8.00 (Privacy and Confidentiality Regulation).

A. A grievance is defined as:

(1) an allegation that an Manchester Housing Authority employee has
acted or failed to act in accordance with the tenant’s lease or any statute, regulation, or
rule regarding the conditions of tenancy and the alleged action or failure to act has
adversely affected the status, rights, duties or welfare of the grievant and/or a household

member;

(2) an allegation that an Manchester Housing Authority employee has
acted or failed to act in accordance with any statute, regulation, or rule regarding the
program and that the alleged action or failure to act has adversely affected the status,
rights, duties, or welfare of the grievant or a household member;

(3) an appeal by a data subject pursuant to 760 CMR 8.00

B. The meaning of a statute, regulation or rule shall not be the subject of a
grievance. A dispute between a tenant and another tenant or household member, in
which the Manchester Housing Authority is not involved, shall not be the subject of a
grievance. A grievance shall not be filed by a tenant on behalf of another tenant or any
household member of another tenant.

1. Initiation of a Grievance

A. A grievance regarding whether good cause exists for terminating a lease
shall be initiated by a tenant, in writing, and shall be mailed
(postmarked) delivered to the Manchester Housing Authority at its
main office within seven (7) days after a notice of lease termination has
been given to the tenant by the Housing Authority




B. A grievance regarding some other matter shall be initiated by a grievant
in writing and shall be mailed (postmarked) or delivered to the
Manchester Housing Authority at its main office no more than
fourteen (14) days after the date on which the grievant first became
aware or should have become aware of the subject matter of the
grievance. provided the Manchester Housing Authority shall have
discretion to permit a grievance to be initiated late.

C. In the event that a tenant files a grievance as to the amount of a
redetermined rent within fourteen (14) days of the Housing
Authority notice of the redetermined rent, the tenant shall continue
to pay the rent then in effect (unless the redetermined rent is lower) until
final disposition of the grievance. Upon final disposition of the
grievance, the tenant shall pay any additional amounts determined to
have been due but not paid since the effective date set out in the notice of
redetermined rent or Housing Authority shall credit the tenant with any
amounts paid but determined not to have been due.

D. The Manchester Housing Authority shall permit additional time
for initiation of a grievance if the Manchester Housing Authority
shall find that there was a good reason for late initiation of the
grievance and that the late initiation would not cause prejudge to the
Manchester Housing Authority. The Housing Authority
shall have available forms on which a grievance may be initiated.

111 Informal Settlement Conference

Promptly after the initiation of a grievance, unless otherwise provided, the
Manchester Housing Authority Executive Director or his or her designee shall give the
grievant the opportunity to discuss the grievance informally in an attempt to settle the
grievance without the necessity of a grievance hearing. The Manchester Housing
Authority shall give reasonable advance notice to the grievant and his or her
representative (if any) of a time and place for an informal settlement conference, unless
such a conference shall have taken place when the grievance was delivered to the
Manchester Housing Authority. At the informal settlement conference, the
Manchester Housing Authority and the grievant may be represented by a lawyer or by a
non-lawyer, If the grievance is resolved at the informal settlement conference, the
Manchester Housing Authority and grievant shall acknowledge the terms of the
resolution in writing. If the grievance is resolved at the informal settlement conference
no grievance hearing shall be held. If a grievance is not resolved at the informal
conference, a grievance hearing shall be held. Failure to attend an informal settlement

conference shall not affect a grievant’s right to a grievance hearing.

IV. Right to a Hearing

[Se]




A. The Manchester Housing Authority hearing officer shall conduct hearings
on grievances filed by a public housing tenant. a program participant, or a data subject
concerning a grievable matter, provided that no grievance hearing regarding whether
good cause exists for terminating a lease shall be requested or held under any of the
circumstances specified in MGL ¢.121B. §32. including the following circumstances:

0

in the event of non-payment of rent.
in the event the Manchester Housing Authority has reason to

a.

]

believe that tenant or household member:
has unlawfully caused serious physical harm to another
tenant or employee of the Manchester Housing Authority
or any other person lawfully on the Manchester Housing
property.
has unlawfully threatened to cause serious physical harm
to any member of a tenant household or a Manchester
Authority employee or any person lawfully on the
Manchester Housing Authority property.
has unlawfully destroyed, vandalized or stolen property
of any member of a tenant household or of the Manchester
Housing Authority or of any person lawfully on the
Authority’s property, if such conduct involved a serious
threat to the health or safety of any such person.
has unlawfully possessed, carried, or kept a weapon on or
adjacent to the Manchester Housing Authority property
in violation of MGL ¢.269 §10.
has unlawfully possessed or used an explosive or
incendiary device on or adjacent to Manchester Housing
Authority property or has otherwise violated MGL ¢.266
or 102B.
has unlawfully possessed. Sold or possessed with intent
to distribute a class A, B, or C controlled substance as
defined in MGL ¢.94C §31, on or adjacent to the
Manchester Housing Authority ‘s property.

has engaged in other criminal conduct which has seriously
threatened or endangered the health or safety of any

tenant household, a Manchester Housing Authority
employee any person lawfully on the Manchester
Housing Authority’s property, or

has engaged in behavior which would be cause for voiding
lease pursuant to the provision of MGL ¢.139 §19; or

in the event the Manchester Housing Authority has reason to
believea guest of a tenant or a guest of a household member has
engaged in the behavior listed in subparagraph 4A (2) and that the

LI



tenant knew beforehand or should have known beforehand that
there was a reasonable possibility that the guest would engage in

Misconduct.
V. Hearing Date and Notice of Hearing
A. The Manchester Housing Authority shall schedule a grievance hearing

regarding whether good cause exists for terminating a lease within fourteen (14) days
after the date on which the Manchester Housing Authority receives the grievance. At
such time, the Manchester Housing Authority shall set a date for the hearing no more
than thirty (30) days from the date of the request for a grievance hearing (or as soon as
reasonably practical thereafter) and at least fifteen (15) days prior to the date of
termination. The Manchester Housing Authority shall give grievant written notice of
the date, time, and place at least seven (7) days before the hearing. At the grievance
hearing any additional reason(s) for termination of the lease, which arose subsequent to
the date of the notice of termination, shall be considered so long as the Manchester
Housing Authority has given written notice to the grievant as to the additional reason(s)
not less than three (3) days before the hearing, or, if the additional reason(s) for
termination shall have arisen within such three (3) day period, a subsequent session of the
hearing may be scheduled on not less than three (3) days notice to consider such
reason(s). Inlease  terminations if grievant is entitled to request a grievance hearing
and has made a timely request, the Manchester Housing Authority shall not file a
summary process summons and complaint seeking an eviction pending the hearing and a
decision or other resolution in the Manchester Housing Authority’s favor.

B. A hearing of a grievance regarding an issue other than lease termination shall
be scheduled as soon as reasonable convenient following receipt of the grievance. The
Manchester Housing Authority shall give reasonable advance written notice of the time
and place of the hearing to the grievant and to his or her representative, if any is known.

C. The Manchester Housing Authority or the Presiding Member may
reschedule a hearing by agreement of the Manchester Housing Authority and the
grievant; or upon a showing by the grievant or by the Manchester Housing Authority
that rescheduling is reasonably necessary.

VI Pre-Hearing Examination of Relevant Documents

Prior to a grievance hearing the Manchester Housing Authority shall give the
grievant or his or her representative a reasonable opportunity to examine Manchester
Housing Authority documents which are directly relevant to the grievance. Following
a timely request, the Manchester Housing Authority shall provide copies of such
documents to grievant and for good cause ( including financial hardship), may waive the
charge for the copies.



VII. Persons Entitled to be Present

The grievance hearing shall be private unless the grievant requests that it be open to the
public. If the grievant requests an open hearing. the hearing shall be open to the public
unless the Presiding Member of the grievance panel otherwise orders. The Manchester
Housing Authority and the grievant shall be entitled to specity a reasonable number of
persons who may be present at a private hearing. A challenge to the presence of any such
person shall be decided by the Presiding Member. At the grievance hearing, the
Manchester Housing Authority and the grievant may be represented by a lawyer or by a
non-lawyer. Each person present at the hearing shall conduct himself or herself in an
orderly manner or he or she may be excluded. If the grievant misbehaves at the hearing,

the hearing panel by majority vote may take other appropriate measures to deal
with the misbehavior including dismissing the grievance.

VIII. Procedure at Grievance Hearings

The hearing officer shall conduct the grievance hearing in a fair manner without
undue delay. The Presiding Member shall initially take appropriate steps to define the
issues. Thereafter, relevant information. Including testimony of witnesses and written
material, shall be received regarding such issues. Both the grievant and the Manchester
Housing Authority shall be entitled to question each other’s witnesses. Procedure at the
hearing shall be informal, and formal rules of evidence shall not apply. The hearing shall
be tape recorded. The panel members may question witnesses and may take notice of
matters of common knowledge and applicable laws., regulations and Manchester
Housing Authority rules and policies. The panel members may request the Manchester
Housing Authority or the grievant to produce additional information which is relevant to
the issues or which is necessary for a decision to be made provided that the other party is
provided an opportunity to respond to such additional information.

The tapes of the hearing shall be maintained by the Manchester Housing
Authority until any applicable appeals have been decided. During that time grievant
and or his or her representative may listen to the tapes at the Manchester Housing
Authority’s offices.

IX. Written Decision by the Grievance Officer

Within fourteen (14) days following the hearing or as soon thereafter as reasonably
possible, the hearing officer shall provide the Manchester Housing Authority with a
written decision on the grievance, describing the factual situation and ordering whatever
relief, if any, that shall be appropriate under the circumstances and under applicable laws,
regulations, rules and/or policies. The decision shall be made by the hearing officer who
heard the hearing. The decision shall be based on the information at the grievance
hearing and such additional information as may have been provided to the hearing ofticer
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at its request. The Manchester Housing Authority shall forthwith mail or otherwise
deliver a copy of the decision to the grievant and his or her representative if any. A copy
of the decision (with names and personal identifiers deleted) shall hereafter be maintained
at the Manchester Housing Authority and shall be open to public inspection.

X.

Review by the Manchester Housing Authority’s Board

In cases where the decision of the hearing panel concerns whether good cause exists

for terminating a lease, there shall be no review by the Manchester Housing
Authority’s Board. In other cases, if the grievant or the Manchester Housing
Authority believes that:

XL

XII.

(a) the decision of the hearing panel is not supported by the facts.

(b) the decision does not correctly apply the terms of the lease or
applicable laws, regulations, rules and/or policies; or

(¢c) the subject matter is not grievable.

within fourteen (14) days of mailing or other delivery of the decision, the grievant
or the Manchester Housing Authority may request review of the decision by the
Manchester Housing Authority’s Board. The Board shall promptly decide
whether to uphold, set aside or modify the decision after permitting the
Manchester Housing Authority and grievant to make oral presentations and/or
submit documentation. The Board may also permit the hearing panel to make a
presentation. The Board’s review shall be at an open meeting unless an executive
session is warranted pursuant to the Open Meeting Law. The decision of the
Board shall be in writing and shall explain its reasoning. If a written decision is
not rendered within forty-five (45) days from the date a review is requested, the
decision of the Board, when rendered, shall specify a reason showing that there
has been no undue delay.

Review by the Department of Housing and Community Development

In the event that the Manchester Housing Authority’s Board shall make a
material change in a decision of the grievance panel, upon written request of the
grievant, made to DHCD within fourteen (14) days of mailing or other delivery of
the Board’s decision, DHCD shall review the decision of the Board and shall
render a written decision upholding, setting aside or modifying the decision of the
Board, DHCD shall mail copies of its decision to the Manchester Housing
Authority and the grievant or to their attorneys.

Effect of a Decision on a Grievant

The final decision on a grievance (after any properly requested administrative
reviews have been decided) shall be binding between the Manchester Housing
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Authority and the grievant with respect to the particular circumstances involved
in the grievance. provided that if a court has jurisdiction to determine a matter
which has been subject to a decision on a grievance. the court’s determination on
the matter shall supersede the decision on the grievance. [n the event the hearing
panel’s decision on a grievance determines that good cause exists for terminating
a lease. the Manchester Housing Authority may. upon receipt of the decision.
file a summary process summons and complaint. and there shall be no review by
the Board or DHCD. The fact that a person may have failed to grieve a matter
shall not affect any such jurisdiction by a court. As between the Manchester
Housing Authority and any person who was not a grievant, the decision on a
grievance shall have no binding effect.

Policy Adopted on February 27, 2019






MANCHESTER HOUSING AUTHORITY

GRIEVANGCE PROCEDURE COMPLAINT FORM

1. Name:

Last First Middle

2. Development:

3. Apartment: 4. Floor:

5. Complaint: (please check one or more)

A. MAINTENANCE

1. Leaks 2. Windows 3. Doors 4. Bedrooms

5. Kitchen 6. Bathroom 7. Heat 8. Rats or Roaches

9. Other (please specify):

B. ANCTHER TENANT

1. ‘Threats or Attacks 2. DNuisance

3. Other (please specify):

C. OTHER (please specify):

6. Please describe completely the facts of your complaint. This
should include, if appropriate, any dates, any names of people
to whom you spoke or wrote, the specific complained-of action
or lack of action, and if possible write this out in the order
the events took place. You might also want to add the names
of other people through whom your complaint can be checked.
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7. Please write down what action you would like to be taken on s
your complaint. Please be as specific as possible.

8. Date of Complaint:

Month / Date [ Year [ Day of Week
9. Time of Complaint: a.m.,/p.m. {circle one)
10.
Signature of GHA Official Signature of Complaining Tenant
TO BE FILED IN BY MANAGER OR OTHER MHA OFFICIAL
11. Routine Emergency

12. Assigned to whom:

13. Date and time of Assignment:

14, Date of private conference:
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MANCHESTER HOUSING AUTHORITY
RENT COLLECTION ACCORDING TO 760CMR 6.04

760 CMR: DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT
6.04: continued

(2) Rent Payment.

(a) Tenant shall pay rent monthly in advance on or before the first day of each month. Reat for any fraction of a
month of occupancy at the beginning or end of the term shall be charged on a pro rata basis. The monthly rent shall
remain in effect until a new monthly rent shall have been re-determined by the [LHA in accordance with 760 CMR

6.04(4) or (5).

(b) During the term while a lease is in effect the LHA shall accept as rent all payments which the tenant shall have
designated as rent. The acceptance of such rental payments by the LHA shall not constitute a waiver of payment for
other amounts due or of any other past, present, or future obligation under the tenant's lease. Iollowing termination
of the lease, if tenant fails to vacate, tenant shall pay monthly, in advance, the fair value of use

occupancey of the unit as determined by the LHA, but not less than the rent in effect at the time of termination, provided
that if the termination is contested in court, no amount higher than such rent shall be charged unless and until the
termination is upheld or approved by the couit. Payment for such use and occupancy, however designated, shall not
create a new tenancy. "

3) Failure to Pay Rent,
(3)

(a) In the event that a tenant shall fail o pay all or any part of the rent within seven days of its due date, the LHA
may declare the unpaid rent delinquent and issue a notice of termination of leasc, Priot to issuing such a notice,
except where the tenant is habitually delinquent in paying rent and has had a prior opportunity for discussion within
the prior six months, the LHA shall provide the tenant with an opportunity to discuss the reason for the late payment.
(b) In the event that tenant shall fail to pay all or any part of the rent within 30 days of its due date, the LHA shall
impose a fee in the amount of $25 for failure to pay rent when duc. The LHA may also charge tenant interest in
accordance with applicable law and with the terms of tenant's lease. If tenant shall have shown good cause for late
payment to the LHA, the LHA in its discretion may waive the interest or fee for late payment. If the LIIA and tenant
shall have entered a repayment agreement the LHA may waive the interest or fee for late payment of the rent which
is the subject of the repayment agreement. By charging interest or the fee for late payment of rent, the LIHA shall not
have condoned tenanl's breach of tenant's obligation to pay rent when due, and the [LHA shall not thereby waive any
rights o issue a notice of termination of the lease, to bring eviction proceedings against tenant and to collect
arrcarages, constable fees and costs on account of the tenant's failure to pay rent when due.

(¢) In the event that a tenant's failure to pay rent due results in a monetary judgment and execution for the LA the
LLHA may seek to intercept funds which are otherwise payable by the Commonwealth to tenant on or after January 1,
2005, through the Comptroller's Set-off Debt Collection Program or successor program in the manner provided by
the program and as may be specified in guidelines issued by the Department.



MANCHESTER
HOUSING AUTHORITY

RENT COLLECTION POLICY

PURPOSE:

To clearly establish the procedures, obligation and responsibilities of rent payment.

REQUIREMENTS AND PROCEDURES:
Tenants in Occupancy
Rent is due and payable in advance on or before the first (1st) day of the month.

Rent unpaid within seven (7) days of its due date will be considered delinquent and a
Notice of Termination of Lease which may include a Notice to Quit will be issued.

Rent unpaid by Tenants wha receive Social Security payments between the 8th and
10th day of the month will not be considered delinquent until after the 11th day of the
month or the next business day. -

The obligation of the rent payment is agreed by both parties (the Authority and the
tenants) as an integral, contractual part of the Lease and continues on a monthly basis
for the term of the Lease, without the requirement of a billing system. No reminders
(invoices) are sent to the tenant.

Location and Method of Payment

Rent will be accepted in the main office from Monday to Friday during normal business
hours.

Rent will be accepted by personal check, money order or bank check in person or by
mail. and by direct payment, via ACH Debit.

Exception - those persons having agreements with the Authority will hand deliver, or
cause to be delivered, the payments to the office on or before the agreed upon
payment dates and in the amount (s) agreed to in the signed agreement.



Restrictions

Canceled checks or money order/bank check copies will serve as receipts. No other
receipt will be given, unless the tenant neads proof of payment for a specific purpose: in
which case, the tenant will call the Authority in advance and request a written
confirmation of their rent payment.

No third party checks will be accepted for rent payment: “Third Party” being defined as
any check made out to the tenant by another person, agency firm or other entity.

No request for check cashing will be honored, which includes: checks from social
security, welfare or any other agency, firm or individual.

A tenant who tenders a personal check for rent payment that does not clear the bank
because of “insufficient funds” shall:

Immediately pay their rent in cash

Pay the bank's penalty charges

Pay all future rent payment by money order or bank check until such time as it is agreed
by the Authority that the tenant has shown responsible payment habits.

Such determination will be made by the Director or his/her designee.

A tenant will be allowed to make monthly rental payments in two (2) installments each
month if Tenant shows, in advance and in writing good cause for the request.

Such determination will be made by the Director or his/her designee.

Rent Delinquency

Tenants with rent overdue for more than thirty (30) days will be charged a late fee of
$25.00

Residents who adhere to their Management approved rent payment schedules will be
exempt from this charge.

No tenant owing money to the Authority (rent, fees or damages) will be allowed to
transfer into any other property owned by the Authority.

Late Rent Payments

Tenants who wish to pay their arrearage during the fourteen (14) day notice to vacate
period must pay all rent owed and all other charges due in their entirety.



Partial Payments will not be accepted during this pericd of time to remedy the situation,
but may be accepted for 'Use and Occupancy” only by the Authority, withcut waiving
their managerial rights to the eviction process.

'Use and Occupancy” only stipulation provides hourly/daily payment ONLY for
occupancy while awaiting a court decision and does not constitute, or reestablish a

tenancy.

Refusal of Rent Payment by the Authority

If, after reviewing a tenant’s past rent payment performance, it is determined that the
tenant has displayed a history of rent arrearage and eviction proceedings, the Authority
may elect to exercise their legal right to refuse payment of partial rent to restore
tenancy, and bring the case into Court.

The Authority may elect to accept monies for “Use and Occupancy” only without waiving
any managerial rights to the eviction process and without restoring tenancy.

The Authority may elect to issue a complaint for repeated and continuous violation of
the Lease: i.e., lease provision: to pay all or any part of the rent within seven (7) days of

its due date.

Rent Agreements

Agreements for rent payments will be made with tenants who have a demonstrated and
documented hardship. The definition of hardship must be agreed to by the Executive
Director or his/her designee.

In exceptional cases, management will enter into a rental payment/arrearage payment
agreement with reasonable payment schedules. The term “reasaonable” will be defined
by management after reviewing the hardship.

Tenants will be discouraged from entering into payment schedule agreements that
clearly impose a borderline, financial burden on them and put them at risk of violating
the agreement.

In all agreements, payment of rent arrearage and all other charges must be completed
within a period of six (6) months. Exceptions can only be made with the Executive
director or his/her designee.

Failures by the tenant to meet the specific agreement dates and/aor payment amount will
constitute reason for management to commence eviction proceedings.



Former Tenants

It is the policy of the Authority to actively pursue collection of arrearage
from those persons leaving the Authority with a balance due.

Methods of rent recaptures will include, but not be limited to:
Securing the tenants forwarding addresses

Through the postal system
By neighbors, next of kin, etc.
Place of employment

Public records

Through the services of a rental collection agency/service
Through the small claims court

Any former tenant who left the Authority owing money, for rent arrearage, property
damage or other charges, fees, reapplying for tenancy will not be accepted for nay
program managed by the Authority, or in the portfolio of the Authority, until he/she
provides the following:

Payment in full for all charges, fees, arrears, legal fees, etc., by money order or bank
check

Documentation by him/her of present housing, including present address, landlord's
name, address and phone number. If a former tenant has lived at more than one
address since their departure from the Authority, ALL information must be provided.
Failure to do so will result in the applicant being denied housing, as is the case with all
applicants. If a reasonable assumption can be made by management that the applicant
will again be irresponsible in payment or rent, management can reject the applicant.

After receipt of all monies owed to the Authority by the applicant, the Authority will
perform the same screening procedures as for all other applicants. If the applicant
does not qualify for housing following the screening procedures, the applicant will be
denied housing.

Policy Adopted on APril, 21, 2021
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RENT COLLECTION ACCORDING TO 760CMR 6.04

760 CMR: DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT
6.04: continued

(2) Rent Payment.

(a) Tenant shall pay rent monthly in advance on or before the first day of each month. Rent for any
fraction of a month of occupancy at the beginning or end of the term shall be charged on a pro rata
basis. The monthly rent shall remain in effect until a new monthly rent shall have been re-determined
by the LHA in accordance with 760 CMR 6.04(4) or (5).

(b) During the term while a lease is in effect the LHA shall accept as rent all payments which the
tenant shall have designated as rent. The acceptance of such rental payments by the LHA shall not
constitute a waiver of payment for other amounts due or of any other past, present, or future
obligation under the tenant's lease. Following termination of the lease, if tenant fails to vacate, tenant
shall pay monthly, in advance, the fair value of use

occupancy of the unit as determined by the LHA, but not less than the rent in effect at the time of
termination, provided that if the termination is contested in court, no amount higher than such rent shall
be charged unless and until the termination is upheld or approved by the court. Payment for such use
and occupancy, however designated, shall not create a new tenancy.

(3) Failure to Pay Rent.

(a) In the event that a tenant shall fail to pay all or any part of the rent within seven days of its due
date, the LHA may declare the unpaid rent delinquent and issue a notice of termination of lease. Prior
to issuing such a notice, except where the tenant is habitually delinquent in paying rent and has had a
prior opportunity for discussion within the prior six months, the LHA shall provide the tenant with an
opportunity to discuss the reason for the late payment.

(b) In the event that tenant shall fail to pay all or any part of the rent within 30 days of its due date,
the LHA shall impose a fee in the amount of $25 for failure to pay rent when due. The LHA may also
charge tenant interest in accordance with applicable law and with the terms of tenant's lease. If tenant
shall have shown good cause for late payment to the LHA, the LHA in its discretion may waive the
interest or fee for late payment. If the LHA and tenant shall have entered a repayment agreement the
LHA may waive the interest or fee for late payment of the rent which is the subject of the repayment
agreement. By charging interest or the fee for late payment of rent, the LHA shall not have condoned
tenant's breach of tenant's obligation to pay rent when due, and the LHA shall not thereby waive any
rights to issue a notice of termination of the lease, to bring eviction proceedings against tenant and to
collect arrearages, constable fees and costs on account of the tenant's failure to pay rent when due.

(c) In the event that a tenant's failure to pay rent due results in a monetary judgment and execution for
the LHA the LHA may seek to intercept funds which are otherwise payable by the Commonwealth to
tenant on or after January 1, 2005, through the Comptroller's Set-off Debt Collection Program or
successor program in the manner provided by the program and as may be specified in guidelines
issued by the Department.







MANCHESTER
HOUSING AUTHORITY

RENT COLLECTION POLICY

PURPOSE:

To clearly establish the procedures, obligation and responsibilities of rent payment.

REQUIREMENTS AND PROCEDURES:
Tenants in Occupancy
Rent is due and payable in advance on or before the first (1st) day of the month.

Rent unpaid within seven (7) days of its due date will be considered delinquent and a
Notice of Termination of Lease which may include a Notice to Quit will be issued.

Rent unpaid by Tenants who receive Social Security payments between the 8th and
10th day of the month will not be considered delinquent until after the 11th day of the
month or the next business day.

The obligation of the rent payment is agreed by both parties (the Authority and the
tenants) as an integral, contractual part of the Lease and continues on a monthly basis
for the term of the Lease, without the requirement of a billing system. No reminders
(invoices) are sent to the tenant.

Location and Method of Payment

Rent will be accepted in the main office from Monday to Friday during normal business
hours.

Rent will be accepted by personal check, money order or bank check in person or by
mail.

Exception - those persons having agreements with the Authority will hand deliver, or
cause to be delivered, the payments to the office on or before the agreed upon
payment dates and in the amount (s) agreed to in the signed agreement.




Restrictions

Canceled checks or money order/bank check copies will serve as receipts. No other
receipt will be given, unless the tenant needs proof of payment for a specific purpose; in
which case, the tenant will call the Authority in advance and request a written
confirmation of their rent payment.

No third party checks will be accepted for rent payment: “Third Party” being defined as
any check made out to the tenant by another person, agency firm or other entity.

No request for check cashing will be honored, which includes: checks from social
security, welfare or any other agency, firm or individual.

A tenant who tenders a personal check for rent payment that does not clear the bank
because of “insufficient funds” shall:

Immediately pay their rent in cash

Pay the bank’s penalty charges

Pay all future rent payment by money order or bank check until such time as it is agreed
by the Authority that the tenant has shown responsible payment habits.

Such determination will be made by the Director or his/her designee.

A tenant will be allowed to make monthly rental payments in two (2) installments each
month if Tenant shows, in advance and in writing good cause for the request.

Such determination will be made by the Director or his/her designee.

Rent Delinquency

Tenants with rent overdue for more than thirty (30) days will be charged a late fee of
$25.00

Residents who adhere to their Management approved rent payment schedules will be

exempt from this charge.

No tenant owing money to the Authority (rent, fees or damages) will be allowed to
transfer into any other property owned by the Authority.
Late Rent Payments

Tenants who wish to pay their arrearage during the fourteen (14) day notice to vacate
period must pay all rent owed and all other charges due in their entirety.




Partial Payments will not be accepted during this period of time to remedy the si.tu'ation,
but may be accepted for 'Use and Occupancy” only by the Authority, without waiving
their managerial rights to the eviction process.

‘Use and Occupancy” only stipulation provides hourly/daily payment ONLY for
occupancy while awaiting a court decision and does not constitute, or reestablish a

tenancy.

Refusal of Rent Payment by the Authority

If, after reviewing a tenant's past rent payment performance, it is determined that the
tenant has displayed a history of rent arrearage and eviction proceedings, the Authority
may elect to exercise their legal right to refuse payment of partial rent to restore
tenancy, and bring the case into Court.

The Authority may elect to accept monies for “Use and Occupancy” only without waiving
any managerial rights to the eviction process and without restoring tenancy.

The Authority may elect to issue a complaint for repeated and continuous violation of
the Lease: i.e., lease provision: to pay all or any part of the rent within seven (7) days of
its due date.

Rent Agreements

Agreements for rent payments will be made with tenants who have a demonstrated and
documented hardship. The definition of hardship must be agreed to by the Executive
Director of his/her designee.

In exceptional cases, management will enter into a rental payment/arrearage payment
agreement with reasonable payment schedules. The term “reasonable” will be defined
by management after reviewing the hardship.

Tenants will be discouraged from entering into payment schedule agreements that
clearly impose a borderline, financial burden on them and put them at risk of violating
the agreement.

In all agreements, payment of rent arrearage and all other charges must be completed
within a period of six (6) months. Exceptions can only be made with the Executive
director of his/her designee.

Failures by the tenant to meet the specific agreement dates and/or payment amount will
constitute reason for management to commence eviction proceedings.




Former Tenants

It is the policy of the Authority to actively pursue collection of arrearage
from those persons leaving the Authority with a balance due.

Methods of rent recaptures will include, but not be limited to:
Securing the tenants forwarding addresses

Through the postal system
By neighbors, next of kin, etc.
Place of employment

Public records

Through the services of a rental collection agency/service
Through the small claims court

Any former tenant who left the Authority owing money, for rent arrearage, property
damage or other charges, fees, reapplying for tenancy will not be accepted for nay
program managed by the Authority, or in the portfolio of the Authority, until he/she
provides the following:

Payment in full for all charges, fees, arrears, legal fees, etc., by money order or bank
check

Documentation by him/her of present housing, including present address, landlord’s
name, address and phone number. If a former tenant has lived at more than one
address since their departure from the Authority, ALL information must be provided.
Failure to do so will result in the applicant being denied housing, as is the case with all
applicants. If a reasonable assumption can be made by management that the applicant
will again be irresponsible in payment or rent, management can reject the applicant.

After receipt of all monies owed fo the Authority by the applicant, the Authority will
perform the same screening procedures as for all other applicants. If the applicant
does not qualify for housing following the screening procedures, the applicant will be
denied housing.

Policy Adopted on




Coliection Policy

Residents who have not paid their rent by the Ist business day following the 5th of the month will
receive a reminder letter.

Residents who have not paid by the Ist business day following the 10th day of the month will
receive a letter from management requesting attendance at a private conference with the
resident and/or resident's authorized representative at a convenient time and place. If. after the
conference, management still intends to proceed with termination, it shall give a 14 day Notice to
Quit unless a reasonable payment schedule has been agreed upon. Residents who agree to a
payment schedule will be sent a confirmation of this agreement to pay. should the agreement
not be followed, a 14 day Notice will be sent.

Following the private conference between management and tenant required as a first step in all
termination cases, a tenant behind in his rent has the right to request a hearing before the
Grievance Panel prior to management sending out the Notice to Quit. However, in order to have
a hearing the tenant must:

REASONABLY ESTABLISH THAT HIS NON PAYMENT OF RENT IS RELATED TO AN ACT
OR FAILURE TO ACT BY THE AUTHORITY, AND NOT A NEGLIGENT OR WILLFUL
DISREGARD OF THE TENET OBLIGATION TO PAY RENT. PLEASE NOT THAT ALL LEGAL
STATUTES WITHIN THE COMMONWEALTH REGARDING WITHHOLDING OR RENT
APPLY. OR. if the arrearage is related to a dispute over the amount of the rent, THE TENANT
MUST PAY TO THE HOUSING AUTHORITY, ALL UNDISPUTED AMOUNTS OF RENT DUE
BEFORE A HEARING CAN BE HELD.

If the presiding officer of the hearing panel determines upon review of the tenet's request that the
facts do not warrant a hearing, or, in the case of a rental dispute, the tenant has not paid the
undisputed amount of rent, the presiding officer can deny the request for a hearing. Such a
determination shall be final, subject of course to appeals to the court.

If the presiding officer denies the request or a hearing, management shall proceed the
termination of lease for non payment of rent.

If the presiding officer determines that the tenant's case warrants a hearing g the procedures for
said hearing are outlined in Section 4 of the Grievance Regulation.. The procedures for the
hearings and any actions resulting from the hearing, including the appeals to the LHA Board,
EOCD and the courts are governed by the appropriate sanctions of the Lease and Grievance
Regulations.

Once the 14 day Notice is sent and the action is started, the action will continue until the balance
is paid in full. Any agreement made at this point will only be made with judgment entered in
court.

The Executive Director will prepare the 14 day Notices and a Constable will serve them. Once
the 14 days have past, the Executive Director or the Authority's attorney will file the cases in
court.

In order to keep the Board informed, a list will be provide to the Board of these resident receiving
14 day Notices. A. list will also be provide to the Board of those cases filed in court.

.A‘l







MANCHESTER
HOUSING AUTHORITY

RENT COLLECTION POLICY

PURPOSE:

To clearly establish the procedures, obligation and responsibilities of rent payment.

REQUIREMENTS AND PROCEDURES:

Tenants in Occupancy

Rent is due and payable in advance on or before the first (1st) day of the month.

Rent unpaid within seven (7) days of its due date will be considered delinquent and a
Notice of Termination of Lease which may include a Notice to Quit will be issued.

Rent unpaid by Tenants who receive Social Security payments between the 8th and
10th day of the month will not be considered delinquent until after the 11th day of the

month or the next business day.

The obligation of the rent payment is agreed by both parties (the Authority and the
tenants) as an integral, contractual part of the Lease and continues on a monthly basis
for the term of the Lease, without the requirement of a billing system. No reminders
(invoices) are sent to the tenant.

Location and Method of Payment

Rent will be accepted in the main office from Monday to Friday during normal business
hours.

Rent will be accepted by personal check, money order or bank check in person or by
mail. and by direct payment, via ACH Debit.

Exception - those persons having agreements with the Autharity will hand deliver, or
cause to be delivered, the payments to the office on or before the agreed upon
payment dates and in the amount (s) agreed to in the signed agreement.




MANCHESTER HOUSING AUTHORITY
RENT COLLECTION ACCORDING TO 760CMR 6.04

760 CMR: DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT
6.04: continued

(2) Rent Py ment,

(a) Tenant shall pay rent monthly in advance on or before the first day of each month. Rent for any {raction of'a
month of occupancy at the beginning or end of the term shall be charged on a pro rata basis. The monthly rent shall
remain in effect until a new monthly rent shall have been re-determined by the LHA in accordance with 760 CMR
6.04(4) or (5).

(b) During the term while a lease is in effect the LHA shall accept as rent all payments which the tenant shall have
designated as rent. The acceptance of such rental payments by the LHA shall not constitute a waiver of payment for

other amounts due or of any other past, present, or future obligation under the tenant's lease. Iollowing termination

of the lease, if tenant fails to vacate, tenant shall pay monthly, in advance, the fair value of use

occupancy of the unit as determined by the LHA, but not less than the rent in effect at the time of termination, provided
that il the termination is contested in court, no amount higher than such rent shall be charged unless and until the
termination is upheld or approved by the court. Payment for such use and occupancy, however designated, shall not
creale a new tenancy.

(3) Failure o Pay Rent,

(a) In the event that a tenant shall fail to pay all or any part of the rent within seven days of its due date, the LHA
may declare the unpaid rent delinquent and issue a notice of termination of leasc. Prior to issuing such a notice,
except where the tenant is habitually delinquent in paying rent and has had a priov opportunity for discussion within
the prior six months, the LHA shall provide the tenant with an opportunity to discuss the reason for the late payment.
(b) In the event that tenant shall fail to pay all or any part of the rent within 30 days of its due date, the LHA shall -’
impose a fee in the amount of $25 for failure to pay rent when due. The LHA may also charge tenant interest in
accordance with applicable law and with the terms of tenant's lease. If tenant shall have shown good cause for late
payment to the LA, the LHA in its discretion may waive the interest or fee for late payment. If the LIIA and tenant
shall have entered a repayment agreement the LHA may waive the interest or fee for late payment of the rent which
is the subject of the repayment agreement. By charging interest or the fee for late payment of rent, the LIA shall not
have candoned tenant's breach of tenant's obligation to pay rent when due, and the LHA shall not thereby waive any
rights to issue a notice of termination of the lease, to bring eviction proceedings against tenant and o collect
arrcarages, constable fees and costs on account ol the tenant's failure to pay rent when due.

(¢) In the event that a tenant's failure to pay rent due results in a monetary judgment and execution for the LHA the
[.LHA may seek to intercept funds which are otherwise payable by the Commonwealth to tenant on or after Junuary 1,
2005, through the Comptroller's Set-off Debt Collection Program or successor program in the manner provided by
the program and as may be specified in guidelines issued by the Department.



Restrictions

Canceled checks or money order/bank check copies will serve as receipts. No other
receipt will be given, unless the tenant needs proof of payment for a specific purpose; in
which case, the tenant will call the Authority in advance and request a written
confirmation of their rent payment.

No third party checks will be accepted for rent payment: “Third Party” being defined as
any check made out to the tenant by another person, agency firm or other entity.

No request for check cashing will be honored, which includes: checks from social
security, welfare or any other agency, firm or individual.

A tenant who tenders a personal check for rent payment that does not clear the bank
because of “insufficient funds” shall:

Immediately pay their rent in cash

Pay the bank's penalty charges

Pay all future rent payment by money order or bank check until such time as it is agreed
by the Authority that the tenant has shown responsible payment habits.

Such determination will be made by the Director or his/her designee.

A tenant will be allowed to make monthly rental payments in two (2) installments each
month if Tenant shows, in advance and in writing good cause for the request.

Such determination will be made by the Director or his/her designee.

Rent Delinquency

Tenants with rent overdue for more than thirty (30) days will be charged a late fee of
$25.00

Residents who adhere to their Management approved rent payment schedules will be

exempt from this charge.

No tenant owing money to the Authority (rent, fees or damages) will be allowed to
transfer into any other property owned by the Authority.

Late Rent Payments

Tenants who wish to pay their arrearage during the fourteen (14) day notice to vacate
period must pay all rent owed and all other charges due in their entirety.



Partial Payments will not be accepted during this period of time to remedy the situation, -
but may be accepted for 'Use and Occupancy” only by the Authority, without waiving s’
their managerial rights to the eviction process.

‘Use and Occupancy” only stipulation provides hourly/daily payment ONLY for
occupancy while awaiting a court decision and does not constitute, or reestablish a

tenancy.

Refusal of Rent Payment by the Authority

If, after reviewing a tenant's past rent payment performance, it is determined that the
tenant has displayed a history of rent arrearage and eviction proceedings, the Authority
may elect to exercise their legal right to refuse payment of partial rent to restore
tenancy, and bring the case into Court.

The Authority may elect to accept monies for “Use and Occupancy” only without waiving
any managerial rights to the eviction process and without restoring tenancy.

The Authority may elect to issue a complaint for repeated and continuous violation of
the Lease: i.e., lease provision: to pay all or any part of the rent within seven (7) days of

its due date.

Rent Agreements

Agreements for rent payments will be made with tenants who have a demonstrated and ~
documented hardship. The definition of hardship must be agreed to by the Executive

Director or his/her designee.

In exceptional cases, management will enter into a rental payment/arrearage payment
agreement with reasonable payment schedules. The term “reasonable” will be defined

by management after reviewing the hardship.

Tenants will be discouraged from entering into payment schedule agreements that
clearly impose a borderline, financial burden on them and put them at risk of violating

the agreement.

In all agreements, payment of rent arrearage and all other charges must be completed
within a period of six (6) months, Exceptions can only be made with the Executive
director or his/her designee.

Failures by the tenant to meet the specific agreement dates and/or payment amount will
constitute reason for management to commence eviction proceedings.



Former Tenants

It is the policy of the Authority to actively pursue collection of arrearage
from those persons leaving the Authority with a balance due.

Methods of rent recaptures will include, but not be limited to:
Securing the tenants forwarding addresses

Through the postal system
By neighbors, next of kin, etc.
Place of employment

Public records

Through the services of a rental collection agency/service
Through the small claims court

Any former tenant who left the Authority owing money, for rent arrearage, property
damage or other charges, fees, reapplying for tenancy will not be accepted for nay
program managed by the Authority, or in the portfolio of the Authority, until he/she
provides the following:

Payment in full for all charges, fees, arrears, legal fees, etc., by money order or bank
check

Documentation by him/her of present housing, including present address, landlord’s
name, address and phone number. If a former tenant has lived at more than one
address since their departure from the Authority, ALL information must be provided.
Failure to do so will result in the applicant being denied housing, as is the case with all
applicants. If a reasonable assumption can be made by management that the applicant
will again be irresponsible in payment or rent, management can reject the applicant.

After receipt of all monies owed to the Authority by the applicant, the Authority will
perform the same screening procedures as for all other applicants. [f the applicant
does not qualify for housing following the screening procedures, the applicant will be
denied housing.

Policy Adopted on APril, 21, 2021












MANCHESTER HOUSING AUTHORITY
PET POLICY FOR RESPONSIBLE COMPANION PET OWNERSHIP

ELDERLY/HANDICAPPED IN STATE-AIDED HOUSING

POLICY

1. Any resident who is interested in owning and/or maintaining a common household pet in his/her unit
will inform Management, in writing, prior to housing a pet on the Authority’ s property. Management
reserves the right to check references for previous pet ownership. If management feels a pet is
inappropriate, management will inform resident. Permission for a specific pet will not be unreasonably
withheld. To obtain approval, a resident must first submit an “Application for Pet Waiver” at the local
management office, which will include among other things, information concerning the size and type of
pet intended for ownership by the resident. The manager will provide the resident with a copy of the
Authority’s Pet Policy and will review all of the rules and regulations listed therein with the resident.
Upon reviewing these requirements, the resident will be requested to sign the Pet Rider and agree to
abide by all the rules listed in the Pet Policy and those city/town ordinances applicable to the ownership
and care of a pet.

2. A companion animal will be defined as a common household pet such as a cat, bird, guinea pig,
gerbil, hamster, rabbit, or fish. Exotic animals such as reptiles, (iguanas, snakes, etc) and birds of prey
are not household pets. Pets, other than cats and shall have suitable housing, e.g. cages or aquariums.

3. There will be no more than one cat or caged mammal per apartment. A maximum of two birds may
be permitted and in the case of fish, no more than one aquarium with a 20 gallon capacity shall be
allowed.

4. Due to age and behavioral activities of and kittens, applications for ownership of such young animals
shall be more closely reviewed prior to approval,

5. All female cats over the age of six months must be spayed. All male cats over the age of six months
must be neutered. If health problems prevent such spaying or neutering, a veterinarian's certificate will
be necessary to allow the pet to become a resident of the development and the exception will be at the
Executive Director's discretion.

6. Management reserves the right to require owners to relocate to a comparable unit on the ground
floor of their building based upon written complaints concerning: 1) the behavior of the in the elevator

or hallways; or 2) the documented medical conditions of residents affected by the presence of the.

7. Residents are expressly prohibited from feeding or harboring stray animals. The feeding or
harboring of a stray animal shall constitute having a pet without the approval of the Authority.

8. This policy shall not apply to tenants in residence prior to the approval of this policy.




RESIDENT OBLIGATIONS

I. The pet owner will be responsible for proper pet care- good nutrition, grooming, exercise, flea
control, routine veterinary care and yearly inoculations. Cats must wear identification tags and collar
when outside unit.

2. The pet owner is responsible for cleaning up after pet inside the apartment and anywhere on
development property. A "pooper scooper” and disposable plastic bags should be carried by owner.
All wastes will be bagged and disposed of in a receptacle determined by management. Toilets are not
designed to handle pet litter. Under no circumstances should any pet debris be deposited in a toilet as
blockages will occur. Tenants will be responsible for the cost of repairs or replacements

of any damaged toilets or pipes.

3. Pet blankets and bedding are not to be cleaned or washed in the laundry room for hygienic reasons.

4. The pet owner will keep the unit and its patio, if any, clean and free of pet odors, insect infestation,
waste and litter and maintain the unit in a sanitary condition at all times.

5. The pet owner will restrain and prevent pet from gnawing, chewing, scratching or otherwise
defacing doors, walls, windows and floor coverings of the unit, other units and common areas, as well
as shrubs and landscaping of the facility.

6. Pets are not to be tied outside or left unattended in any on a patio or porch.
7. Residents will not alter their unit, patio, or other outside area to create an enclosure for an animal.

8. Pets will be restrained at all times, when outside apartment on development property. No pet shall
be loose in hallways, elevators, community rooms, dining rooms or other common areas. All pet
owners must be able to control their pets via leash, pet carrier or cage.

9. Visitors with pets will be allowed as long as they notify management and generally conform to the
policy's guidelines.

10. Pets will not be allowed to disturb the health, safety, rights, comfort or quiet enjoyment of other
residents. A pet will not create a nuisance to neighbors with excessive barking, whining, chirping, or
other unruly behavior.

11. Resident pet owners must provide litter boxes for cat waste which must be kept in the owner’s unit.
Litter boxes shall be kept clean and odor free.

12. Pet owners will agree to quarterly apartment inspections to be sure pets and units are being cared
for properly. These inspections may be reduced or increased in time periods at the manager's discretion.
Pet owners further agree to apartment inspections when, in the opinion of the Authority, there is a
reasonable basis to believe that pets and/or units are not being cared for properly or that undue damage
to the apartment has been done by a pet.

13. The resident is responsible for providing management with the following information and
documents which are to be kept on file in the tenant's folder:

a) a color photo and identifying description of the pet;

it ?5&'{



b) attending veterinarian's name, address and telephone number;

¢) veterinary certificates of spaying or neutering, rabies, distemper combination, parvovirus,
feline VRC, feline leukemia testing and other inoculations, when applicable;

d) licensing certificates in accordance with local and state law;

e) two (2) alternate caretakers, their names, addresses and telephone numbers, who will
assume immediate responsibility for the care of the pet should the owner become
incapacitated; these caretakers must be verified in writing by signing the Lease Pet Rider,
acknowledging their responsibilities as specified;

f) emergency boarding accommodations;

g) For overnight or short term pet care (visiting), pets shall be registered with management
and follow the pet rules and regulations;

Each pet owner resident is responsible for notifying the Authority, in writing, of any change in the
information initially provided in the “Application for Pet Waiver” and the verifying documentation
submitted to the Authority as a condition of its approval. In particular, resident must submit to the
Authority on an annual basis written verification of compliance with all applicable spaying, neutering,
inoculation and registration requirements.

MANAGEMENT RESPONSIBILITIES
1. Specific instructions for disposal of pet waste and kitty litter must be posted in each building.

2. The Authority shall post the rules and regulations of pet ownership, maintenance and enforcement,
in a fair and just manner. The management office of each housing development shall inform all
registered pet owners of any changes in such rules and regulations as approved by DHCD.

3. Proper record keeping of: owner's and pets' pertinent information, pet participation fee, deposits,
apartment inspections, investigation of complaints, and issuing of warnings, billing for damages,
scheduling for repairs, etc.

4. Declawing of cats can not be required by management. As the pet owner is fully liable for all
destruction to property, management should not anticipate the possibility of damage and request this
very painful procedure.

5. All written complaints shall be referred to the Authority for resolution. These complaints will be in
writing and left by the complainant in an area designated by the MHA and Authority. Management
will also inform the resident of any other rule infractions and will duly notify the Authority for
attempted resolution.

6. Upon second notice of a written legitimate complaint from the Authority to the resident, the resident
shall be advised that a further notice shall be cause for termination of the pet rider provisions; except
that in the case of a serious problem, e.g. a vicious, this procedure may be shortened in the interest of

public safety.



PET PARTICIPATION FEE

1. A pet deposit of $160.00 or one month's rent, whichever is less, is required of each pet owner. This
amount may be payable over a reasonable time period determined by the Executive Director. The
Authority cannot require a tenant to pay all of the deposit before bringing in a pet. This payment will
be implemented as a security deposit.

2. The deposit will be refunded at the time the resident vacates or no longer has ownership of the pet,
provided that no pet-related damage has been done to the property. Sums necessary to repair such
damage will be deducted from the deposit.

3. A fee, in graduating amounts, not to exceed $10.00, shall be collected from pet owners failing to
clean up after their animals.

LIABILITY OF PET OWNER FOR DAMAGE OR INJURY

1. Repairing or replacing damaged areas of the exterior, interior, doors, walls, floor coverings and
fixtures in the unit, common areas or other areas damaged by tenant's pet.

2. Cleaning, deodorizing and sanitizing carpeting and other floor coverings in the unit as necessitated
by presence of pet.

3. Charges for damage will include materials and labor. Payment plans will be negotiated between
management and the pet owner. Disputes concerning amount of damages are subject to the grievance
procedures provided for in DHCD regulations.

4., MHAs may require pet owners to secure renters insurance which includes personal liability and
indemnify the HHA against pet-related litigation or attorneys’ fees as a condition of pet ownership.

GRIEVANCE PANEL

Should the Authority be unable to resolve a complaint, the complainant will request a hearing within 10
days of the Grievance Panel.

1. The DHCD Pet Ombudsman will arrange meetings of the Grievance Panel for hearings to appeal the
decision of the Authority. The Grievance Panel will hear appeals of decisions regarding pets only if the
person requesting the hearing agrees to the following conditions:

» The jurisdiction of the Grievance Panel as stated in lease rider.

» The Grievance Panel can require permanent removal of a pet, after notice and hearing,
and can further determine if the resident may replace the pet with another pet...

« Non-compliance with the decision of the Grievance Panel is sufficient cause for
termination of the resident’s dwelling lease with the housing authority.

PROTECTION OF PET



PROTECTION OF PET

1. Identification cards, carried in purse or wallet, naming veterinarian and caretaker should be with the
pet owner at all times. In the event of a sudden illness or accident, attending authorities would notify
management to assist the pet and avoid a delay in proper care of the animal.

2. No pet is to remain unattended, without proper care, for more than 24 hours.

3. If the health or safety of a companion animal is threatened by incapacity or death of the owner, the
Authority and/or management will contact the caretakers designated by resident.

REMOVAL OF PET

1. If caretakers are unable or unwilling to assume responsibility for the pet and resident is unable to
locate alternate, management may enter the premises, remove the pet, and arrange for pet care for no
less than ten days to protect the pet. Funds for such care will come from the resident's pet deposit. The
management may contact the Massachusetts Society for the Prevention of Cruelty to Animals or other
suitable humane society for assistance in providing alternate arrangements for the care of the pet if the
caretaker can not be located.

2. Termination of Lease proceedings may be instituted if the pet owner is in violation of these
guidelines which the pet owner has agreed to abide by in signing the pet rider attached to the lease.
Termination of Lease proceedings may also be instituted if the pet owner has been warned three times
by the Authority.

AMENDMENTS TO GUIDELINES

These Guidelines may be amended from time to time with the agreement of DHCD, MSPCA and
NAHRO.

Policy Adopted on : 00§







Pet Rider to Lease

PETRIDER

Name of Pet (if any) Type of Pet

This pet rider to the lease between and

{Tenant) - {LHA)
is made a part of the lease entered between parties on

(Date)

Tenant has read and agrees to the Guidelines for Responsible Pet Ownership in Elderly/Handicapped State-Aided Public Housing and agrees to comply with said guidelines.

Tenant will keep his/her pet in a responsible manner and provide proper care.

In the space provided below are the names, addresses and telephone numbers of two pet caretakers who by signing this form agree to assume responsibility for the care of Tenant’s pet

the event Tenant becomes unable to care for the pet.

PET CARETAKER #1

NAME:

TELEPHONE:

SIGNATURE:




PET CARETAKER #2

NAME;

ADDRESS:

TELEPHONE:

SIGNATURE:

The following is the name, address and telephone number of the pet’s veterinarian:

VETERINARIAN

NAME:

ADDRESS:

TELEPHONE:

4. if Tenant is unable to secure the signatures of two pet caretakers ready, willing and able to care for the pet if necessary, Tenant will provide documentation of other arrangements which ensure proper care of the pet.

S. The Tenant agrees to abide by any decision of the Pet Committee regarding a complaint about Tenant’s pet.

n by the Pet Grievance Panel or through the LHA Grievance Procedure {See 760 CMR 6.08) shall satisfy the

6. Material non-compliance with a decision of the Pet Committee shall be sufficient cause for termination of the lease of which this Pet Rider forms part. Ahearing and de:

hearing requirement in the event that Jease termination and eviction are pursued as a cansequence of tenant’s non-compliance with such decision.

7. Tenant agrees to update the names of any caretaker or veterinarian in the event a named caretaker or veterinarian is no longer ready, wifling and able to care for or treat the pet.

Signature of Tenant Date

Signature of LHA Date



PET. GUIDELIVE: FOR RESDOVSIBLE COMPANION PnT OﬁYERSHIQ
FOR Cd.»@é? ELDLRLY/HANDICAPPED I? STATE-AIDED HOUSING

These are policy guidelines for housing manage:s;to“aSSLst
them in meetlng the needs of pets, pet owning tenants, non-
pet owning tenants, and management responsibilities in the
pursuit of health, happ1nes= and peaceful co—ex15tence ln a

communlty atmosphere."

These pet guldellnes should be used, not abused by all of
the participants in each facility. Changes and exceptlons may
be made by individual managers with EQCD approval :
Hopefully, thesé exceptions will be to the benefit of all
concerned, A clear understanding of the expectations and
responsibilities of pet ownérs and management will ensure the
successful introduction of comoanlon animals Lnto elderly , ,

public housing.

b n writing a rsguast £
within 14 days of -the denial to the Chlef Coun:el

Office of Legal Services within EOCD.  Written appeal should
contain all pertlnent LnEormatLon and. specifiec reasons as to
why the request for walver was denied, anludmng the wrltten.

letter of denlal from the LHA or LTO.

The department has established a procedure whereby the Chlef
Counsel will rev;ew thHe request and render ‘a4 decision within
21 working days .to uphold o6r overturn the denial of waiver., .

Tenant/apgllcant and the LHA or LTO will be notified-
¥y of tne decxalon of . the Chl°f Counael o

immediate

GUIDELINES

l. Any tenant who w1ahes to keep a companlon anlmal wxll
inform’ management in writing. Management reaerves the .
"~ right to check references for previous pet ownership. If
‘management fsels a pet is inappropriate, management will
inform tenant. Permission for a specific pet will not be
unrea;onably wathheld A Lease Pet Rlder mus* be algned

1




 Nq':esident shall~héve;moré than one pat.
two birds

‘QireCtly related to its desirabil

Mo

Management res

immediatély‘gz'thé tenant. All pet owners must be able
tg.;ont:@l their péts via leash, pet carrier or cage.

A companion animal will be defined as a common household

‘pet such as a dog, cat, bird, guinea pig, gerbil,
‘hamster, rabbit,
furtles, and birds of

fish ‘or turtle, Reptiles, other than

g _ Oof prey are not household pets. -Pets,
Other than cats and dags, shall have_suitable'housing,'
_e,.g."cages'.or. aquariums. h . . o .

| A maximum of
_ may be permitted and in the case of fish, no
more than one aquarium with a 20 gallon capacity shall be
allowed. - e . SR

The mature size of neéwly acquired dogs is limited to a 4

weight not' €6 exceed 40 pounds. The size of a dog is not .
ity as a resident. '

Each animal shall be taken into consideration’ for

its_individual,merit,‘baSed'upon:the facilities

available,

ke
such
RlL famz2ls dogs over thz aga of six mont=hs aad all famalisz
c2ti over ta2 aga-of £fiva months must ba spayad ENA
als dogs over the ags 0f sight mofths and all mals cats
O¥eC tha age of ten months mus: ba asuterad. " IZ hsaltha
,problemsiprevent such spaying or neutering, a

veterinarian's certificate will be necessary to allow the
‘pet to become a resident Gf the development and the
exception will be at the Execut;vé_nirector‘s discration.

esarves the right tofrequi:efddg owners to
substitute their apartment for a comparable unit on a
lOWer_ELOOr._ o o 4 : -

1.

-~ unit,
.'Theipet'oﬁngr is .responsible for cleaning up after pet
~inside the ap ‘
property,

' TENANT OBLIGATIONS.

The pet owner will be responsible for proper pet care --
good nutrition, grooming, exercise, flea control, routine .
veterinary 'care and yearly inoculations. Dogs -and cats

must wear identification tags ‘and collar when gutside

artment and anywhers on development

..2..




A pooper :cooper"

10,

11,

}.2:

‘and disposable plastic bag should be
carried by owner, All wastes will be bagged and disposed
of in a receotacle aegermlned by management ToilétsAara~
not designed to handle pet litter. Under no. :
.Cchumstancea should any pet deorls be deDOSLted ln a

uOllet ‘as blocxages wxll occur.,

Pet blankets and beddlng are rot to be cleaned or washed _

in the laundry room for hygLenlc reasons._

The pet owner wxll keep the unit and ltS patlo, LE any,
clean: and free of pet odors, lnsect Lnfestatlon, waste

and litter and maxntaln the unlt in a sanreary condltlon
fat all tlmes. » : . . o A

The pet owner w111 restraln and prevent pet from gnaw1ng,
chewing, sératching or otherwise defacing.doors, walls,

‘windows and floor coverings of the unit, other units and-

common areas,
facxllty

as well as shrubs and landsgaplng of the

Pets,are.notfto be tied outside or on patio,

Y«

CINER
1

rgstraianed az all ti
‘davalopmant proosroy ]
elavators, communizy

arsas,

Visitors thn pets wxli be allowed as long as: tney notlry

management and generally conform to the pollcy S.
guldellnes.: . .

Pets wxll not be allowed to dlsturb the health, safety,
rights, comfort or guiet enjoyment of other .tenantsg. =~ -
A pet should not create a nuisance te neighbors with
excessive barﬁlng, wh;nrng, chlrplng, of other unruly

vbehav1or.

Pet owners wrll agree to quarterly apartment lnspectlons
to be sure pets and units’ are belng cared for properly.

‘These’ lnspectrons mdy be reduced or anrea ed,Ln time’
perrod; at. the manager s dlscretlon.~ N - C

The tenant is responsxble for. prov1d1ng management w1th
- the following informatiocn and documents whlch are to be
kapt on flle -in tne tenant s folder, ) o

ga} a color photo and Ldenflfylng deacrlptlon oFf the pet
B) attendlng vetarinarian’s name,. addreaa'and_telephone

-numbe
-3



c) Veterlnary certlflcatﬂs of spaylng or neuterlnq,
rabies,: dl;gemDer, parvovirus, feling Lauxemla and’
" ... -@ther lnochatLONa when appllcaole _
d) .dog. llC°n5lng certlflcatas in accordanee WLth ;ocal
. . dnd state law :
e) ‘two (2) alternate caretakers, their. names, addresses
. and telephone numbers, who will assume immediate
. Tesponsibility for the care of the pet should the
-owner become. incapacitated; these caretakers must be
:Verlfled in wrltlng by signing-the Léease Pet Rider,
acknowledglng their re:ponSlbllltleS .as spec1f1ed o
f) emergency boarding accommodations .
g) temporary ownershlp (overnight or short term) shall be
- registered with management under the pet rules and '

regulatLons

The tenant is responSLble for keeplng management lnformed of
any change of Lnformatlon. , s , .

MANAGEMENT RESPONSIBILITIES '

l.vEstabllshment of a‘Pet Commlttee COnSlStlng of anlmal :

T Aamsn?

e

owners, : non-anim

and wvat
2

owner‘" and pets pertinent
deQOSLts; apartment
and Lssulng of

fwarnlngs, bllllng for damages, schedullng Eor reoalrs, o
: etc, . , : , L

4. Proper reacord keeping of:
zlnformatlon, pet participation fee,
Lnspectlons, anestlgatxon of complaints,

5. Declawlnq of cats can not be requlrad by management CAs
‘the pet owner is fully liable for all destruction to .
‘PrOperty, management should not. antLCLpate the pOSSlbLl‘ty
of damage and request thlS very painful procedure.'

SLVAlL ertten ccmplalnta shall be referred to the Pet
'Committee For resolution. No credence ‘'shall be given by

. the 'Pet Committee to verbal or unsigned complaznts.4
Management. will also inform the resident of any other tule
infractions and will dqu notlfy the Pat Commlttee Eor

_attempted re aolutlen,

Uoon oecond notlce of a wrltten legltlmate complalnt from

v_4_



the Peat Committee to the tenanc, ‘the realdent :hall ‘ba’

.advised that a rurtner notice’ :hall be cause for
except that in

eermlnatlon of the pet rider provisions
.the case of a serious problem, a, g a v1c10us doq, tn;:_
progedure may be ehortened in the interest Of publlc

safety.

paT PAR‘I’ICIPA‘I"I‘ON 'FEE

1, A pet depOSlt of $loO OO or one month s rent, whlchever is
less, is required of each pet owner. ‘This amount may be
payable over a tlme perlod determined by the Executive
‘Directdr. The tenant is not required to pay all of the

 depos1t before brlnglng in a pet. AThlS payment WLll be
lmplemented as a securlty dEPOSlt. _

2. The depOSLt will be refunded at the time the tenant
vvacates or no longer has ownership of the’ pet, provided
that no pet-related damaqe has been done to the property.
Sums necessary to" repalr such damage will be deducted from

the depOSlt

Oy oo

0ot ey

2., Cleanlng, deodorLZLng and’ aanltlZLng carpetlnq and other
floor coverlngs in tha unLt as neces:;tated by presence of

~ pet.
3, Chargee for damagé will include. materials and labor,
Payment plans will be negotlated ‘between management and

‘the pet owner. Dlsputee concerning ameount of damages are’
subject to. the grlevance procedures prov1ded for in EOCD :

regulatlons,

It is ;trongly recommended that the pet owner secure
‘personal liability or other insurance and Lndemnxfy tne
LHA against pet ralated llklgatxon ‘or attorfneys' fees, -

LHAs may require pet owners to secure liability ;nsurance,

.lf the Authority so elect;, as a condltlon of

pet ownershxg.



PET COMMITTEE

1.

3.

Bach housing facility shall establish a Pet Committeg,-
cOnsisting'df'pet owning tanahté};hon'petfowningfcenants,
Local inte:ested humane groups, vetérinarians, and ,
volunteers, responsible for resolving complaints which may
arise at ‘each development. The aumber of individuals
should be unevsn, three or five, to allow for a majority
rule in the event of a vote decision. T
The purpose of the committee is to alleviate the housing

'manager‘s'involvement-with te€nants' questions and-

complaints concerning companion animals. The ¢émmittee:
should also monitor how the owrership of pets affects the
quality of Life For both pet-owning tenants and non-pet
oWning tenants and report any recommendations to . -
management. - S L - ST
The_cbmmiﬁtee couidléssiét tgnants wiﬁh the_following:
‘-vetefinary care -- diScdunts for seniors andfpetS; low- .
.QQSt'Spaying,and'neutering ' S B

- Def behavior consizltants foo sbhsliz~cs oroiesms
TOLCC2aL Qumans sozisfizs -ha- 338131 Wit oany
i . - wr $ Eo =
FI02z2@s- ardisiay in ths fan
2ducational materiil oo prona- PeI zZars and ressonsilsia
Zet owaRrshio h
" wWlll notify managemen: of any “nresolved complaints

RESOLUTION OF COMPLAINTS

1.

‘committee will be the first line of com

The Pet Committee will be responsible For resolving
complaints which may arise at each development, The
plaint receipt as
Written complaints be made
1 approach the pet owier
mpt to reach a resolution

well as complaint resolution,
to the pet committee which wil
about such complaints and atte
with the pet owner.

- The pet committee shall work in locating and using.

resources to hel

P tenants-and management in the solution

Of: pet problems.

PET GRIEVANCE PANEL

Should the Pet Committee be
the complainant will raque
- Pet Grievanca Panal, - °

unable to resolve a complaint,
St a Nearing within 10 days of tha

-

- -



he Pet Grievance Panel, whlch will consist of a
s santative of

presentative of managemént, a repre
EOCD Pet Ombudsman, and a

-3

.l?

r
‘the Pet Committse, drawn by lot,
representatlve of the Massachusetts. Socxety £6r the

Prevention of Cruelty to Animals may require that a pet be
.permanently removed if thé violation of the Pet Policy is
a serious wiolation, one which causes. harm to tenants, )
significant damage to property, or createa a health or
safety hazard o , . e

2. The EOCD Pet Ombudsman will arrange meetlngs of the,
‘Pet. Grievance Panel for hearlngs to appeal the decision of
the Pet Committee. .The Pet Grievarnce Panel will hear

'appeals of decisions regarding pets only. if ‘the person .
requesting requestlnq the hearlng agrees to - the Eollow1ng

_condltlons.
The jurlsdlctlon of the Grlevance Panel as stated in
lease rider. : -

-  The'Pet Grievance Panel can require permanent

removal of a pet, after notice.and hearing, and can
further datarmina 19 %83 tanart f2 raglaca =h: oz-

=

(‘Jl

Y e =

- HON~COomD -

Tl sy s anc E

q;._.‘.z Pa S -
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AuTnorioy.,
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PRCTITTION OF BPI7

1. Identlflcatlon cards, carried in purse or wallet, naming
veterlnarlan and caretaker should be thn the pet owner at
_all times. In the event of a sudden Lllness or accident,
attending authorities would notify management to assist
f-he pet and avoxd a delay in prooer care of the anlma _

No pet 1s to remain unattended, thhout proper car fo:
- more than 24 hours, except in the case of a dog Wthh

shall be no more than 12 hours,

'3, If . the health or safety of a companion animal is
- threatened by lncapaCLt[ or death of the owner, the Pet
" Committee and/or managemenc Wlll contact the careta&era

’desxgnated by tenant,‘,

REMOVAL O? PET

IE caretakera ars unanle or unWLlllng to assume
responSLDllL+y ‘for the pet and tenant is unable to IOﬂate
vmanaqement may en:er the premlae;, remova tha

al’
alrernat
7
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pet, and arrange for -pet care for no less than tea days
to protect the pet, . Funds for such care will come from
the tenant's pst deposit. The management may contact the
Massachusetts Society for the Prevention of Cruelty to
Animals or other suitable humane society for assistance
in providing alternate arrangements for the care of ths
-pet if the caretaker. can not be -located,; :

2. 'Termination of Lease proceedings may be instituted if the
‘Pet owner iS'in”violaticnjof'thése;guidelinas1Which,;bg'j.
pet owner has agreed, to abide by in signing the pet rider
attached td the ‘lease: Termination of Lease proceedings -
may also be instituted if the pet aner_haS‘beenjwarneq_

three times by the Pet Committee. - PR

- AMENDMENTS TO v;:;UI'DEL'INES"_

These Guidelines'méY'be amended from time'toitime with-the_”' ‘
agreement of EOCD, MSPCA and NAHRO, - = T









Manchester Housing Authority, Inc.
Post Office Box 608
Manchester-by-the-Sea, Massachusetts 01944-0608
Tel: (978) 526-1850 Fax: (978) 526-1604

=
January 25, 2018 RE: NOTICE OF POLICY CHANGE

Dear Resident,

In order to provide a healthier environment for its residents, Manchester Housing Authority has revised
their Non Smoking Policy at all State developments. This will include the following properties owned by
the MHA: The Plains, Newport Park and Loading Place Road.

This means that smoking is prohibited in and on all of the Manchester Housing Authority
Properties, including all grounds and all apartment units; in addition there will be no smoking on any
of the Manchester Housing Authority common areas. (Smoking means the inhaling, exhaling, breathing,
carrying, or possession of any lighted cigarette, cigar, pipes, other product containing any amount of
tobacco, or other similar lighted product).

The harmful effects of secondhand smoke and the fire danger caused by indoor smoking are simply too
great to ignore. This is an issue for all complexes because cigarette smoke travels from unit to unit.
Secondhand smoke can seep through outlets in walls, and spread through air conditioning and heating
systems. The only way to prevent smoke from seeping into common areas and other residents’
apartments is to prohibit smoking entirely in and around the buildings. Please inform your guests that
~ smoking is prohibited on MHA property. You will be held responsible if your guest violates the No
Smoking Rule. A penalty for violation of a Non-smoking Agreement could result in eviction. Tenant
acknowledges that there will be a penalty for smoking where prohibited.

Effective March 1, 2018 Smoking will be prohibited throughout the Manchester Housing
Authority Community.

Please sign the Policy and Lease Addendum and return to the office at your earliest convenience.

[f you are a current smoker, please make arrangements for free smoking cessation programs,
tenants can call (1-800-QUIT NOW) 1-800-784-8669, for more information contact your local
tobacco control program or visit (www.makesmokinghistory.org/quitting.html). You can call the
office for further information.

Tenants should speak with their own health care provider. Mass Health, Medicaid, Medicare,
Health Insurance Plans, and certain other insurers all cover many highly effective cessation
medications and counseling.

I sincerely hope that all residents, even those who smoke, will continue to enjoy living in the units and
support this change as an opportunity to ensure that the buildings and the Manchester Housing
Communities are a healthier and cleaner place for all residents and guests.

Yours truly,
Irene Frontiero Executive Director

and the MHA Board of Directors






™ NON-SMOKING POLICY

PURPOSE OF NON-SMOKING POLICY:

A. To Protect the Health of Residents from Secondhand Smoke: There is evidence that exposure to smoke, direct or
secondhand, causes adverse health conditions including, but not limited to, respiratory illnesses, cardiovascular
disease, like stroke and coronary heart disease, cancer, and asthma.

B. To Prevent Fires and Fire-related Deaths from Smoking: Smoking is a primary cause of home fire deaths.

C. To Reduce Unit Turnover Costs: When apartments are vacated by smokers, there are additional costs incurred for
turnover due to stains, residues and odors caused by cigarettes. Work can include additional treatment of walls and
ceilings to cover smoke stains, additional painting, replacing carpeting, flooring, blinds and cleaning of ducts and
fans and appliances.

D. To Protect Property from Damage: Protection of property from fires, odor or stain damage ensures the greatest
availability of housing units.

1. DEFINITION OF SMOKING: The term “smoking” means inhaling, exhaling, breathing, or carrying or possessing
any lighted cigarette, cigar, pipe or other tobacco product or other similarly lighted product (including marijuana) in
any manner or in any form. Use of FDA-approved cessation products shall not be deemed smoking.

2. NON-SMOKING AREA: Tenant agrees and acknowledges that the premises to be occupied by Tenant and members
of Tenant's household, and any interior common areas, including but not limited to community rooms, community
bathrooms, lobbies, reception areas, hallways, laundry rooms, reception areas, stairways, offices and elevator, and
including entry ways, porches, balconies and patios have been designated as a Non-smoking living environment.
Tenant and members of Tenant’s household shall not smoke anywhere in said living environment, including in the unit
rented by Tenant, the building where Tenant's dwelling is located, or in any of the common areas or adjoining grounds
of such building including the steps, patios or yards, nor shall Tenant permit any guests or visitors under the control of
Tenant to smoke in or on any of said Manchester Housing Authority property.

3. SMOKING AREAS: There is no smoking permitted anywhere on the Manchester Housing Authority Property
you must leave the grounds. Manchester Housing Authority is a Non Smoking Community.

RESIDENT TO PROMOTE NON-SMOKING POLICY AND TO ALERT LHA OF VIOLATIONS: Resident shall inform
Resident’s guests of the non-smoking policy. Further, Resident shall promptly give the LHA a written statement of
any incident where tobacco smoke is migrating into the Resident’s unit from sources outside of the Resident’s unit.

4. LHA TO PROMOTE NON-SMOKING POLICY: The LHA shall post no-smoking signs at entrances and exits, in
common areas, and in conspicuous places adjoining the grounds of the non-smoking policy.

5. LHA NOT A GUARANTOR OF SMOKE-FREE ENVIRONMENT: Resident acknowledges that LHA’s adoption
of a non-smoking living environment does not make the LHA or any of its managing agents the guarantor of
Resident’s health or of the non-smoking condition of the Resident’s unit and the common areas. However, LHA shall
take reasonable steps to enforce the non-smoking terms of its leases and to make the Non-Smoking Properties as
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smoke-free as is reasonably possible. LHA is not required to take steps in response to smoking unless LHA knows of
said smoking or has been given written notice of said smoking. e
EFFECT OF BREACH AND RIGHT TO TERMINATE LEASE: A breach of this Policy shall give each party all
the rights contained herein, as well as the rights contained in the Lease. A material or continuing breach of this Policy
shall be a material breach of the Lease and grounds for termination of the Lease by the LHA in accordance with the
procedure set out in the Lease.

DISCLAIMER BY LHA: Resident acknowledges that LHA’s adoption of a non-smoking living environment does
not in any way change the standard of care that the LHA or managing agent otherwise would have to a Resident
household to render buildings and premises designated as non-smoking, any safer, more habitable, or improved in
terms of air quality standards than any other rental premises. LHA specifically disclaims any implied or express
warranties that the building, common areas, or Resident’s premises will have any higher or improved air quality
standards than any other rental property. LHA cannot and does not warranty or promise that the rental premises or
common areas will be free from secondhand smoke. Resident acknowledges that LHAs ability to police, monitor or
enforce the agreements of this Policy is dependent in significant part on voluntary compliance by all Residents and
their household members and guests. Residents who may have respiratory ailments, allergies, or any other physical or
mental condition relating to smoke are put on notice that LHA does not assume any higher duty of care to enforce this
Policy than any other LHA obligation under the Lease.

IMPLEMENTATION DATE: This Policy addendum shall be effective as of March 1, 2018.

See a Copy of the No Smoking Lease Addendum attached hereto.

. CONSEQUENCES OF NON-COMPLIANCE: The LHA shall give a Resident four opportunities to remedy non-

compliance with this Policy. The following is an outlined of the enforcement procedure, which is not meant to be
exclusive description of enforcement steps and is subject to change in general or for specific cases:

A. The first infraction will result in a courtesy phone call will be made to remind the Resident of this Non-Smoking
Policy for a first infraction.

A second infraction will result in a letter to the Resident along with a copy of this Policy.

A third infraction will result in a Private Conference with the Resident.

A fourth infraction will result in a second Private Conference with the Resident.

A fifth time a Resident is in non-compliance with this Policy, the matter will be referred to legal counsel for
enforcement,

SISO

By my signature below, I hereby acknowledge receipt of and have read and acknowledge this Policy.
Refusal to sign and return Policy and Lease Addendum does not relinquish you from the Consequences of non

Compliance.

December 27, 2017
Tenant Signature Revised Board Approval Date
Unit Number
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MANCHESTER HOUSING AUTHORITY

NON-SMOKING LEASE ADDENDUM

This Addendum is incorporated into the Lease between Manchester Housing Authority and
Tenant of The Plains, Newport Park and Loading Place Road, Manchester, MA 01944

1. Purpose of Non-Smoking Policy. The MHA desires to mitigate (i) the irritation and negative
health effects of secondhand smoke; (ii) the increased maintenance, cleaning and redecorating
costs from smoking; and (iii) the increased risk of fire from smoking

2. Definition of Smoking. The term “smoking” means inhaling, exhaling, breathing, or carrying
or possessing any lighted cigarette, cigar, pipe or other tobacco product or other lighted product
in any manner or in any form.

3. Non-Smoking Area. Tenant agrees and acknowledges that the premises to be occupied by
Tenant and members of Tenant's household, and any interior common areas, including but not
limited to community rooms, community bathrooms, lobbies, reception areas, hallways, laundry
rooms, reception areas, stairways, offices and elevator, and including entry ways, porches,
balconies and patios have been designated as a Non-smoking living environment. Tenant and
members of Tenant’s household shall not smoke anywhere in said Non-Smoking living
environment, including in the unit rented by Tenant, the building where Tenant's dwelling is
located, or in any of the common areas or adjoining grounds of such building including the
steps, patios or yards, nor shall Tenant permit any guests or visitors under the control of Tenant
to smoke in said Non-Smoking living environment of the Manchester Housing Authority.

4. Tenant to Promote Non-Smoking Policy and to Alert MHA of Violations. Tenant shall
inform Tenant's guests of the non-smoking policy. Further, Tenant shall promptly give the MHA
a written statement of any incident where tobacco smoke is migrating into the Tenant's unit from
sources outside of the Tenant's unit.

5. MHA to Promote Non-Smoking Policy. The MHA shall post no-smoking signs at entrances
and exits, in common areas, and in conspicuous places adjoining the grounds of the Non-
Smoking Community of the Manchester Housing Authority.

6. MHA Not a Guarantor of Smoke-Free Environment. Tenant acknowledges that MHA's
adoption of a non-smoking living environment does not make the MHA or any of its managing
agents the guarantor of Tenant’s health or of the non-smoking condition of the Tenant’s unit and
the common areas. However, MHA shall take reasonable steps to enforce the non-smoking
terms of its leases and to make the Non-Smoking Area as smoke-free as is reasonably
possible. MHA is not required to take steps in response to smoking unless MHA knows of said
smoking or has been given written notice of said smoking.

7. Effect of Breach and Right To Terminate Lease. A breach of this Lease Addendum shall
give each party all the rights contained herein, as well as the rights contained in the Lease. A
material or continuing breach of this Addendum shall be a material breach of the Lease and
grounds for termination of the Lease by the MHA in accordance with the procedure set out in in
the Lease.

8. Disclaimer by MHA. Tenant acknowledges that MHA’s adoption of a non-smoking living
environment, does not in any way change the standard of care that the MHA or managing agent

Non-smoking Lease Addendum — April 2014
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otherwise would have to a Tenant household to render buildings and premises designated as
non-smoking, any safer, more habitable, or improved in terms of air quality standards than any
other rental premises. MHA specifically disclaims any implied or express warranties that the
building, common areas, or Tenant's premises will have any higher or improved air quality
standards than any other rental property. MHA cannot and does not warranty or promise that
the rental premises or common areas will be free from secondhand smoke. Tenant
acknowledges that MHA's ability to police, monitor, or enforce the agreements of Addendum is
dependent in significant part on voluntary compliance by all Tenants and their household
members and guests. Tenants who may have respiratory ailments, allergies, or any other
physical or mental condition relating to smoke are put on notice that MHA does not assume any
higher duty of care to enforce this Addendum than any other MHA obligation under the Lease.

This Lease Addendum shall go into effect on March 1, 2018

Executed on this 1st day of March 2018

tene Lromiern
MHA Signature TENANT Signature/ Unit Number
Manchester Housing Authority

TENANT Signature
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MANCHESTER HOUSING AUTHORITY

NON-SMOKING LEASE ADDENDUM

This Addendum is incorporated into the Lease between Manchester Housing Authority and
Tenant of The Plains, Newport Park and Loading Place Road, Manchester, MA 01944

I. Purpose of Non-Smoking Policy. The MHA desires to mitigate (i) the irritation and negative
health effects of secondhand smoke; (ii) the increased maintenance, cleaning and redecorating
costs from smoking; and (iii) the increased risk of fire from smoking

2. Definition of Smoking. The term “smoking” means inhaling, exhaling, breathing, or carrying
or possessing any lighted cigarette, cigar, pipe or other tobacco product or other lighted product
in any manner or in any form.

3. Non-Smoking Area. Tenant agrees and acknowledges that the premises to be occupied by
Tenant and members of Tenant's household, and any interior common areas, including but not
limited to community rooms, community bathrooms, lobbies, reception areas, hallways, laundry
rooms, reception areas, stairways, offices and elevator, and including entry ways, porches,
balconies and patios have been designated as a Non-smoking living environment. Tenant and
members of Tenant’s household shall not smoke anywhere in said Non-Smoking living
environment, including in the unit rented by Tenant, the building where Tenant's dwelling is
located, or in any of the common areas or adjoining grounds of such building including the
steps, patios or yards, nor shall Tenant permit any guests or visitors under the control of Tenant
to smoke in said Non-Smoking living environment of the Manchester Housing Authority.

4. Tenant to Promote Non-Smoking Policy and to Alert MHA of Violations. Tenant shall
inform Tenant's guests of the non-smoking policy. Further, Tenant shall promptly give the MHA
a written statement of any incident where tobacco smoke is migrating into the Tenant's unit from
sources outside of the Tenant's unit.

5. MHA to Promote Non-Smoking Policy. The MHA shall post no-smoking signs at entrances
and exits, in common areas, and in conspicuous places adjoining the grounds of the Non-
Smoking Community of the Manchester Housing Authority.

6. MHA Not a Guarantor of Smoke-Free Environment. Tenant acknowledges that MHA's
adoption of a non-smoking living environment does not make the MHA or any of its managing
agents the guarantor of Tenant's health or of the non-smoking condition of the Tenant’s unit and
the common areas. However, MHA shall take reasonable steps to enforce the non-smoking
terms of its leases and to make the Non-Smoking Area as smoke-free as is reasonably
possible. MHA is not required to take steps in response to smoking unless MHA knows of said
smoking or has been given written notice of said smoking.

7. Effect of Breach and Right To Terminate Lease. A breach of this Lease Addendum shall
give each party all the rights contained herein, as well as the rights contained in the Lease. A
material or continuing breach of this Addendum shall be a material breach of the Lease and
grounds for termination of the Lease by the MHA in accordance with the procedure set out in in
the Lease.

8. Disclaimer by MHA. Tenant acknowledges that MHA’s adoption of a non-smoking living
environment, does not in any way change the standard of care that the MHA or managing agent

Non-smoking Lease Addendum — April 2014
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otherwise would have to a Tenant household to render buildings and premises designated as
non-smoking, any safer, more habitable, or improved in terms of air quality standards than any
other rental premises. MHA specifically disclaims any implied or express warranties that the
building, common areas, or Tenant's premises will have any higher or improved air quality
standards than any other rental property. MHA cannot and does not warranty or promise that
the rental premises or common areas will be free from secondhand smoke. Tenant
acknowledges that MHA's ability to police, monitor, or enforce the agreements of Addendum is
dependent in significant part on voluntary compliance by all Tenants and their household
members and guests. Tenants who may have respiratory ailments, allergies, or any other
physical or mental condition relating to smoke are put on notice that MHA does not assume any
higher duty of care to enforce this Addendum than any other MHA obligation under the Lease.

This Lease Addendum shall go into effect on March 1, 2018

Executed on this day of 2018

tene Fronmern

MHA Signature TENANT Signature/ Unit Number
Manchester Housing Authority

TENANT Signature

Non-smoking Lease Addendum — April 2014




~ NON-SMOKING POLICY

PURPOSE OF NON-SMOKING POLICY:

A. To Protect the Health of Residents from Secondhand Smoke: There is evidence that exposure to smoke, direct or
secondhand, causes adverse health conditions including, but not limited to, respiratory illnesses, cardiovascular
disease, like stroke and coronary heart disease, cancer, and asthma.

B. To Prevent Fires and Fire-related Deaths from Smoking: Smoking is a primary cause of home fire deaths.

C. To Reduce Unit Turnover Costs: When apartments are vacated by smokers, there are additional costs incurred for
turnover due to stains, residues and odors caused by cigarettes. Work can include additional treatment of walls and
ceilings to cover smoke stains, additional painting, replacing carpeting, flooring, blinds and cleaning of ducts and
fans and appliances.

D. To Protect Property from Damage: Protection of property from fires, odor or stain damage ensures the greatest
availability of housing units.

1. DEFINITION OF SMOKING: The term “smoking” means inhaling, exhaling, breathing, or carrying or possessing
any lighted cigarette, cigar, pipe or other tobacco product or other similarly lighted product (including marijuana) in
any manner or in any form. Use of FDA-approved cessation products shall not be deemed smoking.

2. NON-SMOKING AREA: Tenant agrees and acknowledges that the premises to be occupied by Tenant and members
of Tenant's household, and any interior common areas, including but not limited to community rooms, community
bathrooms, lobbies, reception areas, hallways, laundry rooms, reception areas, stairways, offices and elevator, and
including entry ways, porches, balconies and patios have been designated as a Non-smoking living environment.
Tenant and members of Tenant’s household shall not smoke anywhere in said living environment, including in the unit
rented by Tenant, the building where Tenant's dwelling is located, or in any of the common areas or adjoining grounds
of such building including the steps, patios or yards, nor shall Tenant permit any guests or visitors under the control of
Tenant to smoke in or on any of said Manchester Housing Authority property.

3. SMOKING AREAS: There is no smoking permitted anywhere on the Manchester Housing Authority Property
you must leave the grounds. Manchester Housing Authority is a Non Smoking Community.

RESIDENT TO PROMOTE NON-SMOKING POLICY AND TO ALERT LHA OF VIOLATIONS: Resident shall inform
Resident’s guests of the non-smoking policy. Further, Resident shall promptly give the LHA a written statement of
any incident where tobacco smoke is migrating into the Resident’s unit from sources outside of the Resident’s unit.

4. LHA TO PROMOTE NON-SMOKING POLICY: The LHA shall post no-smoking signs at entrances and exits, in
common areas, and in conspicuous places adjoining the grounds of the non-smoking policy.

5. LHA NOT A GUARANTOR OF SMOKE-FREE ENVIRONMENT: Resident acknowledges that LHA’s adoption
of a non-smoking living environment does not make the LHA or any of its managing agents the guarantor of
Resident’s health or of the non-smoking condition of the Resident’s unit and the common areas. However, LHA shall
take reasonable steps to enforce the non-smoking terms of its leases and to make the Non-Smoking Properties as
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smoke-free as is reasonably possible. LHA is not required to take steps in response to smoking unless LHA knows of
said smoking or has been given written notice of said smoking. -’

EFFECT OF BREACH AND RIGHT TO TERMINATE LEASE: A breach of this Policy shall give each party all
the rights contained herein, as well as the rights contained in the Lease. A material or continuing breach of this Policy
shall be a material breach of the Lease and grounds for termination of the Lease by the LHA in accordance with the
procedure set out in the Lease.

DISCLAIMER BY LHA: Resident acknowledges that LHA’s adoption of a non-smoking living environment does
not in any way change the standard of care that the LHA or managing agent otherwise would have to a Resident
household to render buildings and premises designated as non-smoking, any safer, more habitable, or improved in
terms of air quality standards than any other rental premises. LHA specifically disclaims any implied or express
warranties that the building, common areas, or Resident’s premises will have any higher or improved air quality
standards than any other rental property. LHA cannot and does not warranty or promise that the rental premises or
common areas will be free from secondhand smoke. Resident acknowledges that LHAs ability to police, monitor or
enforce the agreements of this Policy is dependent in significant part on voluntary compliance by all Residents and
their household members and guests. Residents who may have respiratory ailments, allergies, or any other physical or
mental condition relating to smoke are put on notice that LHA does not assume any higher duty of care to enforce this
Policy than any other LHA obligation under the Lease.

IMPLEMENTATION DATE: This Policy addendum shall be effective as of March 1, 2018.
See a Copy of the No Smoking Lease Addendum attached hereto. -

CONSEQUENCES OF NON-COMPLIANCE: The LHA shall give a Resident four opportunities to remedy non-
compliance with this Policy. The following is an outlined of the enforcement procedure, which is not meant to be
exclusive description of enforcement steps and is subject to change in general or for specific cases:

A. The first infraction will result in a courtesy phone call will be made to remind the Resident of this Non-Smoking
Policy for a first infraction.

A second infraction will result in a letter to the Resident along with a copy of this Policy.

A third infraction will result in a Private Conference with the Resident.

A fourth infraction will result in a second Private Conference with the Resident.

A fifth time a Resident is in non-compliance with this Policy, the matter will be referred to legal counsel for
enforcement.

2T 0w

By my signature below, [ hereby acknowledge receipt of and have read and acknowledge this Policy.
Refusal to sign and return Policy and Lease Addendum does not relinquish you from the Consequences of non

Compliance.

December 27,2017
Tenant Signature Revised Board Approval Date
Unit Number
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ESSEX HOUSING AUTHOR
NON-SMOKING POLICY

PURPOSE OF NON-SMOKING POLICY:

A. To Protect the Health of Residents from Secondhand Smoke: There is evidence that exposure to smoke, direct or
secondhand, causes adverse health conditions including, but not limited to, respiratory illnesses, cardiovascular
disease, like stroke and coronary heart disease, cancer, and asthma.

B. To Prevent Fires and Fire-related Deaths from Smoking: Smoking is a primary cause of home fire deaths.

C. To Reduce Unit Turnover Costs: When apartments are vacated by smokers, there are additional costs incurred for
turnover due to stains, residues and odors caused by cigarettes. Work can include additional treatment of walls and
ceilings to cover smoke stains, additional painting, replacing carpeting, flooring, blinds and cleaning of ducts and

fans and appliances.

D. To Protect Property from Damage: Protection of property from fires, odor or stain damage ensures the greatest
availability of housing units.

DEFINITION OF SMOKING: The term “smoking™ means inhaling. exhaling, breathing, or carrying or possessing
any lighted cigarette, cigar, pipe or other tobacco product or other similarly lighted product (including marijuana) in
any manner or in any form. Use of FDA-approved cessation products shall not be deemed smoking.

NON-SMOKING AREA: Tenant agrees and acknowledges that the premises to be occupied by Tenant and members
of Tenant's household, and any interior common areas, including but not limited to community rooms, community
bathrooms, lobbies, reception areas, hallways, laundry rooms, reception areas, stairways, offices and elevator, and
including entry ways, porches, balconies and patios have been designated as a Non-smoking living environment,
Tenant and members of Tenant’s household shall not smoke anywhere in said Non-Smoking living environment,
including in the unit rented by Tenant, the building where Tenant's dwelling is located, or in any of the common areas
or adjoining grounds of such building including the steps, patios or yards, nor shall Tenant permit any guests or visitors
under the control of Tenant to smoke in said Non-Smoking living environment.

SMOKING AREAS: Notwithstanding the rule prohibiting smoking, Tenant or Tenant’s guests may smoke outside but
not within 25 feet of any building.

RESIDENT TO PROMOTE NON-SMOKING POLICY AND TO ALERT LHA OF VIOLATIONS: Resident shall inform
Resident’s guests of the non-smoking policy. Further, Resident shall promptly give the LHA a written statement of
any incident where tobacco smoke is migrating into the Resident’s unit from sources outside of the Resident’s unit.

4. LHA TO PROMOTE NON-SMOKING POLICY: The LHA shall post no-smoking signs at entrances and exits, in
common areas, and in conspicuous places adjoining the grounds of the non-smoking area.

LHA NOT A GUARANTOR OF SMOKE-FREE ENVIRONMENT: Resident acknowledges that LHAs adoption
of a non-smoking living environment does not make the LHA or any of its managing agents the guarantor of
Resident’s health or of the non-smoking condition of the Resident’s unit and the common areas. However, LHA shall
take reasonable steps to enforce the non-smoking terms of its leases and to make the Non-Smoking Area as smoke-free
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as is reasonably possible. LHA is not required to take steps in response to smoking unless LHA knows of said smokin-
or has been given written notice of said smoking. g

6. EFFECT OF BREACH AND RIGHT TO TERMINATE LEASE: A breach of this Policy shall give each party all
the rights contained herein, as well as the rights contained in the Lease. A material or continuing breach of this Policy

shall be a material breach of the Lease and grounds for termination of the Lease by the LHA in accordance with the
procedure set out in the Lease.

7. DISCLAIMER BY LHA: Resident acknowledges that LHA’s adoption of a non-smoking living environment does
not in any way change the standard of care that the LHA or managing agent otherwise would have to a Resident
household to render buildings and premises designated as non-smoking, any safer, more habitable, or improved in
terms of air quality standards than any other rental premises. LHA specifically disclaims any implied or express
warranties that the building, common areas, or Resident’s premises will have any higher or improved air quality
standards than any other rental property. LHA cannot and does not warranty or promise that the rental premises or
common areas will be free from secondhand smoke. Resident acknowledges that LHA’s ability to police, monitor or
enforce the agreements of this Policy is dependent in significant part on voluntary compliance by all Residents and
their household members and guests. Residents who may have respiratory ailments, allergies, or any other physical or
mental condition relating to smoke are put on notice that LHA does not assume any higher duty of care to enforce this
Policy than any other LHA obligation under the Lease.

8. IMPLEMENTATION DATE: This Policy shall be effective as of July 1, 2016.
9. See a Copy of the No Smoking Lease Addendum attached hereto. S

10. CONSEQUENCES OF NON-COMPLIANCE: The LHA shall give a Resident four opportunities to remedy non-
compliance with this Policy. The following is an outlined of the enforcement procedure, which is not meant to be
exclusive description of enforcement steps and is subject to change in general or for specific cases:

A. The first infraction will result in a courtesy phone call will be made to remind the Resident of this Non-Smoking
Policy for a first infraction.

A second infraction will result in a letter to the Resident along with a copy of this Policy.

A third infraction will result in a Private Conference with the Resident.

A fourth infraction will result in a second Private Conference with the Resident.

A fifth time a Resident is in non-compliance with this Policy, the matter will be referred to legal counsel for
enforcement.

SO

=

By my signature below, | hereby acknowledge receipt hereof and have read and acknowledge this Policy.
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Manchester Housing Authority, Inc.
Post Office Box 608
Manchester-by-the-Sea, Massachusetts 01944-0608
Tel: (978) 526-1850 Fax: {(978) 526-1604

SMOKE-FREE POLICY

POLICY: It is the policy of the Manchester Housing Authority to promote and enforce a smoke-
free living environment. To that end, the Manchester Housing Authority will institute and
enforce a non-smoking Lease Addendum for the protection of all residents of the Manchester
Housing Authority. It is understood and acknowledged by the parties that this smoking policy
shall not be used to disqualify any applicant to the Manchester Housing Authority.

Applicability: This policy shall apply to all Tenants, members of Tenant’s family or household;
to all guests of Tenant and to any parties having business on the premises.
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MANCHESER HOUSING AUTORITY
PROCUREMENT POLICY

The Manchester Housing Authority will perform procurements
under the limits of M.G.L. Chapter 30B Section 4.

CHAPTER 30B. UNIFORM PROCUREMENT ACT

Chapter 30B: Section4. Submission of quotations

For the procurement of a supply or service in the amount of
$5,000.00 or greater, but less than $25,000.00 , a procurement
office(the Executive Director)Shall seek written quotations form
no fewer than three persons customarily providing such supply
or service.

For the procurement of a supply or service in the amount of
$15,000 or greater, the MHA shall prepare a spec and advertise
for bids.

Policy Adopted on: December 16, 2015







MANCHESTER HOUSING AUTHORITY
PROCUREMENT POLICY
(Adopted ,2019)

This procurement policy has been adopted by the Manchester Housing Authority (“LHA” or
“Housing Authority™) in order to comply with Massachusetts bidding statutes governing the
procurement of supplies and services (MGL ¢.30B) the Uniform Procurement Act, construction
related work (MGL ¢.149§44A-H; MGL c.149 §44A12; MGL ¢.149 §44A34; MGL c.149 §29;
MGL ¢.149 §26-27A; (MGL ¢.30 §39M;) and design services (MGL ¢.7 §38A12). This
procurement policy supersedes any and all previous policies. This policy hereby incorporates by
reference all provisions of the above-cited laws and regulations and adheres to the Code of Conduct
for Public Employees, consistent with applicable state and federal laws. In the event an applicable
law or regulation is modified or eliminated, or a new law or regulation is adopted, the revised law
or regulation shall, to the extent inconsistent with this Procurement Policy, automatically supersede
this Policy.

With regards to Federal properties managed by the LHA, Federal procurement requirements known
as the “COMMON RULE” described at 24 CFR 85.36 and 37 will be adhered to, unless this
policy is more restrictive. As of January 1, 2016, 24 CFR 85.36 will be replaced by use of 2 CFR
200.317 - 300.326, Procurement Standards.

Purpose and Scope

The purpose of this Procurement Policy ("Policy") is to provide for the fair and equitable treatment
of all persons or firms involved in purchasing by the Housing Authority; assure that supplies,
services, and construction are procured efficiently, effectively, and at the most favorable prices
available to the Housing Authority; promote competition in contracting; provide safeguards for
maintaining a procurement system of quality and integrity; and assure that purchasing actions are in
full compliance with applicable Federal and State laws and regulations.

I. PROCURING SUPPLIES AND SERVICES

A. Procurements for supplies and services governed by MGL ¢.30B, the Uniform

Procurement Act, shall be made in the following manner:

Sound Business
Practices



(1) The Executive Director, hereinafter referred to as the Chief Procurement Officer (“CPO”)

or his/her authorized designee shall make procurements as necessary not to exceed
$9,999.99 in the open market using sound business practices to ensure that the price
obtained is the most advantageous to the Housing Authority. Sound business practices is
ensuring the receipt of a favorable price by periodically soliciting price lists or quotes.

MANCHESTER HOUSING AUTHORITY
PROCUREMENT POLICY
(Adopted , 2019)

Price
Quotations

(2) For the procurement of supplies and services estimated to cost between $10,000.00 and
$34,999.99 the CPO or his/her authorized designee shall solicit price quotations either orally
by telephone, or in writing from at least three (3) vendors using a prepared written description
for the particular procurement. However, this does not require receiving three (3) quotes. The
Housing Authority may award a contract on the basis of one or two quotes received. The CPO
must keep on file a record of all price quotations sought including names, addresses, and the
dates and amounts of quotations. All documents relating to purchases and contracts under this
section must be kept for a period of seven (7) years from date of final payment. All
procurements in excess of $10,000.00 require a written and fully executed contract.!

Bids
(3) Invitation for Bids (“IFB”). For procurements for supplies and services estimated to cost
$35,000.00 or more the CPO or his/her authorized designee may use competitive sealed
bids, in accordance with MGL ¢.30B §5 and will select the lowest, responsive and

responsible bidder. The IFB process is as follows:

* Bids shall be invited by advertising in a newspaper of general circulation once,
two (2) weeks before the date specified for the opening of bids;

* I[FBs may be e-mailed to all available vendors upon request; Procurements of
$100,000 or more shall also be advertised in the Goods and Services Bulletin.

* A copy of the bid notice must be posted in a conspicuous place at the Housing



Authority for at least two weeks before the time specified for receipt of bids.

* A contract bid under this process shall be awarded to the lowest responsive and
responsible bidder.

The CPO must keep on file with regard to every solicitation made all documents relating to these
procurements under this section and shall be kept for a period of seven (7) years from date of final
payment. This includes, a copy of the solicitation, all bids received, a record of names, addresses,

and the amount of bids.

" Use sample DHCD Supplies & Services Contract for [FB procurements involving state funds as a
guide attached as Exhibit A. DHCD contract validation required. See accounting manual and/or
Housing Management Handbook for contract thresholds requiring DHCD validation.

MANCHESTER HOUSING AUTHORITY
PROCUREMENT POLICY (Adopted , 2019)

Proposals

(4) Requests for Proposals (“RFP”). For procurements estimated to cost $35,000.00 and
obtaining a service where qualifications but not price are the determining factor, utilize the
RFP process pursuant to MGL ¢.30B §6 vs. the IFB process identified in (3) above. The
RFP process is as follows:

* The CPO or his/her authorized designee must provide a written justification as to
why it is advantageous and in the public interest to use this process;

» Criteria must be developed for each task; (MGL ¢.30B §6.) Evaluation Committee
must be appointed and consist of an odd number of committee members with a
minimum of three; (not the Housing Authority Board)

+ Allows contract award to proposer who has highest rating, not necessarily the
lowest price; two separate envelopes for both a technical and price proposal
submission;

(5) Statewide Contract List, GSA Schedules, or other Cooperative Purchasing Agreements
for goods
and services (non-construction) awarded by the State’s Operational Services Division



(OSD), GSA Schedules, or other Purchasing Consortiums, the CPO or his/her authorized
designee may purchase from a statewide contract vendor or GSA schedule without any
further solicitation or invitation to bid regardless of the dollar amount. For purchases
conducted through cooperative purchasing agreements, the CPO or authorized designee
shall perform due diligence on the cooperative agreement to ensure the public
procurement unit that conducted the cooperative purchasing agreement conducted the
procurement of supplies or services in a manner that constitutes a full and open
competition. Once due diligence has been exercised, the CPO or authorized designee
may purchase from a cooperative purchasing agreement without any further solicitation or
invitation to bid regardless of the dollar amount. Both of these procurement methodologies
shall be documented.

(6) Contracts in (2) & (3) above may be entered into for a term greater than three years,

including renewals, extensions, or options, except automated laundry2 or elevator services
which shall be for a term voted by a majority of the Board before the procurement is
made, but shall be no greater than five (5) years.

(7) If the purchase is made from any vendor other than one offering the lowest price on
an {FB

procurement, justification for such a bid rejection shall be in writing and kept with
the bid documents.

(8) For contracts in (5) above, the CPO or designee must use the order/contract forms or

instructions from either OSD or the public procurement unit that conducted the cooperative
purchasing agreement.

2For laundry service contracts Housing Authority shall use the DHCD Service Contract Form.
Never use the vendor’s contract

MACNCHESTER HOUSING AUTHORITY
PROCUREMENT POLICY (Adopted  ,2019)

B. Services Exempt From MGL ¢.30B

(1) Tn accordance with MGL ¢.30B §1(b)(9), a contract to purchase supplies or services from,

or to dispose of supplies to, any agency or instrumentality of the federal government, the
commonwealth, or any of its political subdivision is exempt from Chapter 30B procurement
requirements.




(2) In accordance with MGL ¢.30B §1(b) (15), contracts with labor relations representatives,
lawyers, designers, or certified public accountants are exempt from Chapter 30B

procurement requirements.’

(3) In accordance with MGL ¢.30B §1(b) (30) a contract for the collection,
transportation, receipt, processing or disposal of solid waste, recyclable or combustible

materials.*

C. Emergency Procurements Under MGL ¢.30B

(1) If the time required to comply fully with Chapter 30B regulations would endanger the health
or safety of people or property due to an unforeseen emergency, the needed supply or
service may be procured without complying with the Chapter 30B requirements. To the
extent possible the Housing Authority must maintain a record of each emergency
procurement, document the basis for determining an emergency exists, name of vendor,
amount, type of contract and list of supplies and services purchased under each contract.
The Housing Authority may not artificially create an emergency by postponing normal
purchases. An emergency procurement form must be submitted as soon as possible to the
Goods and Services Bulletin for publication. This process cannot be used for construction
related emergency procurements,

D. Sole Source Procurements Under MGL ¢.30B

(1) The Housing Authority may make a sole source procurement of any supply or service under

$35,000.00 when a reasonable investigation shows that there is only one practicable source
for the required supply or service. This determination that only one practical source exists
must be in writing. (Chapter 30B, Section 7).

*For legal services, Housing Authority shall use the DHCD Agreement for Legal Services;

For CPA consultants see DHCD Accounting Manual; For Design Services consultant with

your DHCD project manager.

“For trash removal Housing Authority, shall use the DHCD Service Contract Form. Never use
the vendor’s contract.

MANCHESTER HOUSING AUTHORITY
PROCUREMENT POLICY (Adopted ,2019)



E. Contract Funding

All procurement of equipment, materials, and non-personnel services shall be documented.
Expenditures shall be supported by receipts and shall be made by standard purchase order. Each
purchase, regardless of dollar amount, shall be approved by the CPO or his/her designee. On a
monthly basis, in advance, the Director of Finance shall indicate to the CPO the amount of dollars
in each program available in order to have sufficient funds available for payment. Purchase Orders
shall be filed with the resulting purchase documents.

II. CONSTRUCTION CONTRACTS’ BUILDING RELATED —VERTICIAL
CONSTRUCTION

When construction contracts are procured under the following methods, the Housing Authority
shall apply prevailing wage rates in accordance with MGL ¢.149 §26-27A regardless of dollar
amount. All construction contracts in the amount of $25,000 or more shall require a payment bond
in an amount not less than one-half (1/2) of the contract price, in accordance with MGL ¢.149 §29.
This requirement cannot be waived and letters of credit, checks or bank books cannot be accepted
in lieu of a payment bond. The Housing Authority shall use the appropriate DHCD Front- end
document on all state developments.

A. Small building related (vertical construction) and site work (horizontal

construction) construction projects shall be awarded in the following
manner:

(1) For small building related construction contracts which include labor & materials estimated
to cost less than $10,000.00, the CPO or his/her authorized designee shall follow MGL ¢.149
§44A(2)(A) and use sound business practices in selecting the contractor and a record should be
kept of the procurement recording, at minimum, the name and address of the contractor.

(2) For small building related construction contracts which include labor & materials estimated
to cost between $10,000.00 and $25,000.00, CPO must follow MGL c.149 44A(2)(B)
procedures and solicit written responses from at least three (3) contractors through public
notification of the contract at least two weeks before the deadline for receiving responses.
DHCD RECOMMENDS

SEALED BIDS. However, it does not require receiving three written quotes. You may
award a contract on the basis of one (1) or two (2) written quotes received. The



Housing Authority shall:

> For all construction projects the appropriate DHCD Front-End Document shall be

used. Al construction projects expended through capital funds require a DHCD FISH #

by contacting the DHCD Project Manager. (FISH = Financial Information Systems for
Housing).
MANCHESTER HOUSING AUTHORITY
PROCUREMENT POLICY (Adopted , 2019)

* Public notification to contractors at least two (2) weeks before the deadline for responses, you
are required to advertise the solicitation in the Central Register and on COMMBUYS, and post
a notice on your jurisdiction’s website and in a conspicuous place in or near your jurisdiction’s

primary office.

* The contract must be awarded to the responsive and responsible contractor offering to perform

the contract at the lowest price.

The CPO shall keep on file a record of all price quotations including names, addresses, and the
amounts of quotations. All documents relating to purchases and contracts under this section shall
be kept for a period of seven (7) years from date of final payment.

(3) For construction contracts estimated to cost between $25,000.00 and $100,000.00 the CPO
or his/her authorized designee shall follow the sealed bid procedure of M.G.L.c.149 §44A
(2)(c) identified in MGL ¢.30 sec.39M.: Bids shall be invited by advertising in the Central
Register and a newspaper of general circulation once, two(2) weeks before the date specified
for the opening of bids. Bid notice shall be posted in a conspicuous place at the Housing
Authority; the notice must also be posted at the Housing Authority main office at least one
week prior to deadline. The following must also be completed:

Bidders must submit a five (5) percent bid deposit with their bids in the form of a certified,
treasurer’s or cashier’s check from a responsible bank or trust company, cash or bid bond from

a surety company.

* Bids are publicly opened and read at the time they are due and a contract bid under this
process shall be awarded to the lowest eligible and responsible bidder.

* A payment bond in the amount of at least 50% must be furnished by the selected contractor.



(4) For construction contracts estimated to cost $100,000 to $10,000,000.00 (contracts for the

construction, demolition, maintenance, or repair of a building — vertical construction) the
CPO or his/her authorized designee shall follow the sealed bid procedures required under
MGL. ¢.149 §44A-M. These contracts require prevailing wage rates or if a federal project
Davis Bacon Wage Rates and require a performance and payment bond in the full

amount of the contract price.

* The CPO must keep on file with regard to every solicitation made all documents relating to
purchases and contracts under this section shall be kept for a period of seven

(7) years from date of final payment. A copy of bid forms received, a record of names,
addresses, and the amounts of bids (tabulation). Other requirements include the following:

MANCHESTER HOUSING AUTHORITY
PROCUREMENT POLICY (Adopted ,2019)

» Filed sub-bids for selecting certain subcontractors on public construction contracts estimated
to cost more than $100,000.00. when sub-bid work estimated to cost more than $20,000.00.

« Contractors and subcontractors submitting bids estimated to cost more than $100,000.00 must
be certified by Division of Capital Asset Management and Maintenance (DCAMM) to be
evaluated and certified for specific requirements relating to financial soundness and past
performance.

» Bidders and sub-bidders must submit a five (5) percent bid deposit with their bids and sub-
bids

(5) For construction contracts estimated to cost $10,000,000.00 or more (contracts for the

construction, demolition, maintenance, or repair of a building — vertical construction) the
CPO or his/her authorized designee shall follow the pre-qualification process and sealed bid
procedures required under MGL. ¢.149 §44D 12 and MGL c.149 §44D 3/4.

I1I. NON-BUILDING RELATED CONSTRUCTION, HORIZONTAL
CONSTRUCTION& CONSTRUCTION MATERIALS®

(1) For public works construction, i.e., site work (horizontal construction) labor & materials or

for the purchase of construction materials with no labor estimated to cost $10,000.00 or more
the CPO or his/her authorized designee shall follow the sealed bid procedure under M.G.L.



¢.30, § 39M and use the appropriate DHCD Construction Front-End. The Housing Authority
also has the discretion to utilize MGL ¢.30B procurement requirements as outlined below & in
the attached summary. All of these contracts require prevailing wage rates contracts greater
than $25,000 require a payment bond in an amount not less than one-half (12) of the contract
price when labor & materials are involved. On projects $50,000.00 or more DHCD requires
a performance and payment bond in 100% of the contract amount.

(2) As stated in #1 above, the Housing Authority also has the option of using Chapter 30B for
horizontal construction projects that include labor & materials estimated to cost between $0 to
$9,999.00; $10,000.00 to $34,999.99 and $35,000.00 or more. These procedures are in the
attached summary. These contracts require prevailing wage rates and a payment bond in an
amount not less than one-half (12) of the contract price if cost is $25,000 or more if labor &
materials are involved.

* The Housing Authority may be part of a local city or town governmental procurement, i.e, site
work if upon request by the Housing Authority the contracting governmental agency includes
the Housing Authority in its initial advertisement for bids by describing the work and location
of work to be performed for the Housing Authority.

& Contact DHCD project manager for DHCD Front-End an assigned FISH #.
MANCHESTER HOUSING AUTHORITY
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The CPO shall keep on file a record of invitation made and offers received, a record of names,
addresses, and the amounts of bids shall be kept in the file with regard to every solicitation made.
All documents relating to purchases and contracts under this section shall be kept for a period of
seven (7) years from date of final payment. A copy of invitation made and offers received, a record
of names, addresses, and the amounts of bids.

(3) For the purchase of construction materials only (no labor) estimated to cost between $0
and $9,999.99 the CPO or his/her designee may use MGL ¢.30B §5 using sound business
Judgment. Use a written specification for the particular procurement.

(4) For the purchase of construction materials7only (no labor) estimated to cost

$10,000 or more the CPO or his/her designee may use MGL ¢.30B §5 by advertising for
Bids in a newspaper of general circulation once two (2) weeks before bid opening.
Contract is awarded to lowest eligible and responsible bidder.

The CPO must keep on file with regard to every solicitation made all documents relating to



purchases and contracts under this section shall be kept for a period of seven (7) years from date of
final payment. A copy of invitation made and offers received, a record of names, addresses, and
the amounts of bids.

IV. THE
BOARD

(1) The CPO shall submit all bids and quotes $10,000.00 and up at the next regular meeting

and the Board must vote to authorize the award of the
bid.

(2) A CPO may not solicit or award a contract for a term greater than five (5) years, including
renewals, extensions, or options except for automated laundry or elevator services which
shall be for a term voted by the Board. (No greater than 10 years)

(3) A written contract is required for supply & service procurements of 10,000.00 or more.

Purchase under $10,000 may be made with a purchase
order.

(4) Applicable rules established by the Department of Housing and Community Development
and the Department of Housing and Urban Development, and their respective Inspector
Generals’ shall be adhered to. These procedures and any changes thereto will be submitted to
the Board for approval.

(5) Lack of competition is permissible only when an emergency exists which permits no delay
because of the possibility of injury, loss of life, or destruction of property, or when only one
source of supply is available and the CPO or his/her designee shall so certify. For the purposes
of emergency situations involving construction related work, a DCAMM waiver shall be
required. For supplies and services, the Chapter 30B emergency procedures are to be followed.

" Housing Authority has option to bid in accordance with MGL ¢.30 $39M procedures.

MANCHESTER HOUSING AUTHORITY
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(6) Positive efforts shall be made by the CPO to use small minority-owned and women owned
businesses as a source for supplies and services. Such efforts should include developing a



bidder’s mailing list for these sources, and encouraging these businesses to compete for

contracts to be awarded.

V. DELEGATION OF PROCUREMENT OFFICER’S POWERS AND DUTIES

As this relates to MGL ¢.30B procurements, the CPO may delegate his powers and duties in
accordance with this section to one or more employees of the Housing Authority. A delegation shall
be in writing, be signed by the CPO, and state the activity or function authorized and the duration of
the delegation. A delegation may be in specific or general terms, may be limited to a particular
procurement or class of procurements, and may be conditioned upon compliance, with specified
procedures. A delegation may be revoked or amended whenever the CPO determines that
revocation or amendment is in the best interests of the governmental body. A delegation of power
or duties by a procurement officer and any revocation or amendment thereof shall not take effect
until a copy of the same has been filed with the office of the inspector general.

Unanimously adopted by the Leominster Housing Authority’s Board of Commissioners at
their April 20, 2016 meeting.
VI. ETHICS IN PUBLIC CONTRACTING

The LHA shall adhere to the following code of conduct, consistent with applicable State or local
law.

Conflicts of Interest

(1) No employee, officer or agent of this LHA shall participate directly or indirectly in the

selection or in the award or administration of any contract if a conflict, real or apparent,
would be involved. If any real or apparent conflict of interest arises the employee, officer,
or agent of the LHA shall immediately recuse oneself from the selection, award, or
administration process and notify the Executive Director. Such conflict would arise when a
financial or other interest in a firm selected for award is held by:

* An employee, officer or agent involved in making the award;
* Any member of his/her immediate family;

* His/her partner; or,



+ An organization which employs, is negotiating to employ, or has an arrangement concerning
prospective employment of any of the above.

MANCHESTER HOUSING AUTHORITY
PROCUREMENT POLICY (Adopted ,2019)

Gratuities, Kickbacks, and use of Confidential Information

(1) LHA officers, employees or agents shall not solicit or accept gratuities, favors, or anything
of monetary value from contractors, potential contractors, or parties to subcontracts,
and shall not knowingly use confidential information for actual or anticipated personal
gain.

Prohibition against Contingent Fees

(2) Contractors shall not retain a person to solicit or secure a LHA contract for a commission,
percentage, brokerage, or contingent fee, except for bona fide employees or bona fide
established commercial selling agencies.

LHA Vendors/Contractors for Personal
Business

No LHA officers, employees. or agents involved in the procurement process shall use vendors or
contractors that regularly conduct business with the LHA for their own personal use or business.
This is to ensure the general public that no conflict, real or apparent, exists.
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CONSTRUCTION BIDDING
SUMMARY

BUILDING RELATED WORK — MGL ¢.149

§44A-M

TYPE OF WORK BIDDING PROCEDURES
tive sealed bids in accordance with M.G.L.

Vertical Construction - (C), as amended by C.193 of the Acts of

Building related work, labor & M certification or filed sub-bids required.

materials, labor only, estimated ailing wages &/or Davis Bacon. 5% Bid

cost to less than $10,000.00 ‘ed. Minimum payment bond in amount 12 of
nd business practices. Prevailing wages &/or Davis Bacon 1it. On DHCD jobs full performance &
apl};for all contract regardless of dollar amounts. s are required if cost is estimated over

) DCAMM Certification; No filed Sub Bids.

Vertical Construction - Building

. Vertical Construction - Building
related work, labor & materials, ertical Lonstruction ramg

. related work labor and materials
labor only, estimated to cost

between $10,000.00 - $24,999.00
cit written responses through public notification process
scordance with M.G.L. ¢.149, §44A(2)(B), as amended
2.193 of the Acts of 2004. Notice shall include a scope of
k statement defining the work to be performed and work

estimated to cost between

$100,000.00 - $10,000,000.00
:cordance with ML.G.L. ¢.149, §44A(2)(D),
~.193 of the Acts of 2004. GC must be
:d and 100% Performance & payment bonds
~. Filed sub-bids required if estimated greater
0 & performance & payment bonds at the
General’s & subs must provide a 5% bid
s bid. DCAMM Certification for Generals.

Vertical Construction - Building ‘05 filed subcontracts must be DCAM
related work labor and materials

lirements. Apply for prevailing wages &/or Davis Bacon.

estimated to cost between
$25,000.00 -$100,000.00

LEOMINSTER HOUSING AUTHORITY PROCUREMENT POLICY
(Adopted April 20, 2016)




TYPE OF WORK BIDDING PROCEDURES

Vertical Construction - Building related work labor and materials estimated to cost
$10,000,000.00

Public bid in accordance with M.G.L. ¢.149, §§ 44(D12) &44D3/4) new section added by
C.193 of the Acts of 2004. AA must pre-quality General’s & Filed Subs via RFQ before
Advertising for Bids; AA must establish a pre-qualification committee; GC’s & Subs must be
DCAM certified; 100% Performance & payment bonds required for the GC & AA must require
for Sub’s in RFQ. Filed sub-bids required if estimated greater than $20K. Effective 01/1/05.
Horizontal Construction - Non- building related construction work estimated to cost $10K or
more including labor & materials or just construction materials

MGL ¢.30 §39M. Wage Rates required. Advertise for Sealed Bids - Central Register +
Newspaper. Contracts $25,000 or more require a payment bond in 172 of contract amount.
DHCD requires 100% Performance & Payment for all work estimated to cost $50K or
more. 5% Bid Deposit is required; Certificates of Insurance which comply to specification;
Horizontal Construction - Non- building related construction work estimated to cost $0 to
$10,000 including labor & materials.

MGL ¢.30B Use Sound Business Judgment; Wage Rates required. A purchase order may be
used for procurements less than $10,000.00.

Horizontal Construction - Non- building related construction work estimated to cost $10,000 to
$25,000 including labor & materials.

MGL ¢.30B — Sealed bidding; Advertise in newspaper of general circulation and post notice at
Housing Authority; Wage Rates required.

Horizontal Construction - Non- building related construction work estimated to cost greater
than $25,000 including labor & materials

MGL ¢.30B — Sealed bidding; advertise in newspaper of general circulation and post notice at
Housing Authority; Wage Rates required. 5% bid deposit required. Payment bond in 112 of
contract amount. DHCD requires 100% Performance & Payment for all work estimated to
cost $50K or more.

Purchase of construction / building-related materials (NO LABOR) estimated to cost
between $0 to $10,000

MGL ¢.30B Use Sound Business Judgment; Wage Rates required. A purchase order may be
used for procurements less than $10,000.00.

Purchase of construction/ building-related materials (NO LABOR) greater than $10,000
MGL ¢.30B — Sealed bidding; Advertise in newspaper of general circulation and post notice at
Housing Authority.



MANCHESER HOUSING AUTORITY
PROCUREMENT POLICY

The Manchester Housing Authority will perform procurements
under the limits of M.G.L. Chapter 30B Section 4.

CHAPTER 30B. UNIFORM PROCUREMENT ACT
Chapter 30B: Section4. Submission of quotations

For the procurement of a supply or service in the amount of
$10,000.00 or greater, but less than $50,000.00 , a procurement
office(the Executive Director)Shall seek written quotations form
no fewer than three persons customarily providing such supply
Or service.

For the procurement of a supply or service in the amount of
$50,000 or greater, the MHA shall prepare a spec and advertise
for bids.

Updated Policy Adopted on: Revised December 21, 2016
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The Manchester Housing Authority will perform procurements
under the limits of M.G.L. Chapter 30B Section 4.

CHAPTER 30B. UNIFORM PROCUREMENT ACT
Chapter 30B: Section4. Submission of quotations

For the procurement of a supply or service in the amount of
$10,000.00 or greater, but less than $50,000.00 , a procurement
office(the Executive Director)Shall seek written quotations form
no fewer than three persons customarily providing such supply
or service.

For the procurement of a supply or service in the amount of
$50,000 or greater, the MHA shall prepare a spec and advertise
for bids.

-
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The Manchester Housing Authority will perform procurements
under the limits of M.G.L. Chapter 30B Section 4.

CHAPTER 30B. UNIFORM PROCUREMENT ACT
Chapter 30B: Section4. Submission of quotations

For the procurement of a supply or service in the amount of
$10,000.00 or greater, but less than $50,000.00 , a procurement
office(the Executive Director)Shall seek written quotations form
no fewer than three persons customarily providing such supply
Or service.

For the procurement of a supply or service in the amount of
$50,000 or greater, the MHA shall prepare a spec and advertise
for bids.

Updated Policy Adopted on: Txc. @1, <01bH
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MANCHESTER HOUSING AUTHORITY
MARCH 23,2016
Date

This procurement policy has been adopted by themafd(a;Housing Authority (MHA) to ensure
compliance with the Massachusetts public bidding statutes governing the procurement of design
services, building related construction projects (vertical construction): site work construction projects
(horizontal construction); purchasing of construction materials: supplies and services; and the
disposition of supplies and the disposition or acquisition of real property.

This policy further ensures compliance and enforcement of the Massachusetts Prevailing Wage Rates
(MGL c¢.149 §§26-27D) which is applicable to state-funded public construction projects, Massachusetts
state bidding requirements as prescribed in MGL ¢.149 §§44A-J, MGL ¢.30 §39M, MGL ¢.30B and,
any and all Executive Orders. or code of regulations are applicable to the above procurements.

STATE- PROCUREMENT PROCEDURES

MGL C. 30B - PROCUREMENT OF SUPPLIES AND SERVICES (NON-CONSTRUCTION)

Under Chapter 30B it is the awarding authority’s estimate which determines the bidding procedures to
be utilized for the procurement of supplies and services. It is the actual bid amount/contract price that
allows a housing authority to award a contract that exceeds the dollar threshold of the bidding procedure
utilized. Chapter 30B also does allow contract increases to exceed twenty-five (25%) percent
except for contracts to purchase of gasoline, special fuel, fuel oil, road salt and other ice and snow
control supplies.

1. Small Procurements of Less Than $0-10,000. MGL ¢.30B§4 - Use Sound Business
Practices. Sound Business Practices" is defined as "ensuring the receipt of a favorable price by
periodically soliciting price lists or quotes. While the definition does not require a formal competitive
process for small procurements of less than $10,000, it requires governmental bodies to ensure that they
have received the needed quality of supplies and services at a reasonable price. The Executive Director,
hereinafter referred to as the Chief Procurement Officer (CPO) or his/her authorized designee shall
make small procurements as necessary not to exceed $10,000 in the open market ensure that the price
obtained is the most advantageous to the LHA.

2. Solicit Quotes. MGL ¢.30B§4 - For the procurement of supplies and services estimated to cost
between $10,000 but not more than $50,000 the CPO or his/her authorized designee shall seek price
quotations either orally by telephone, or in writing from at least three vendors using a prepared written
description for the particular procurement. However, this does not require the receiving three (3)
quotes. The LHA may award a contract on the basis of one or two quotes received. The CPO must keep
on file a record of all price quotations sought including emails, names, addresses, and the dates and
amounts of quotations. All documents relating to purchases and contracts under this section must be
kept for a period seven (7) years from date of final payment. Al procurements in excess of $10,000
require a_written and fully executed contract.’

' . . N , . s P
s of July 12014 the ¢.30B dollar thresholds procedures for procuring goods & services & for the disposition or acquisition of

real property has increased from $25.000 to 35.000. Use DHOD s Contract for Supplies & Services for IFB procurements
involving state funds which is updated from time to time.

C. Tempesta/DHCD Housing Authority Procurement Policy
0170172014 State Procurements Onty Lof 19
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MANCHESTER HOUSING AUTHORITY
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Credit Card Policy

The Manchester Housing Authority will issue credit cards to certain employees
for use in their job functions. This policy sets out the acceptable and unacceptable uses
of such credit cards. Use of Housing Authority issued credit cards is a privilege, which
may be withdrawn in the event of serious or repeated abuse.

Any credit card the Housing Authority issues to an employee must be used for
business purposes in conjunction with the employee’s job duties. Employees with such
credit cards shall not use them for any non-business, non-essential purpose, i.e.,
transactions for the benefit of anyone or anything other than the Housing Authority. The
Housing Authority will not regard expenses for employee’s business-related use, such
as lodging and meals while on Housing Authority approved business trips, as personal
purchases, as long as such expenses are consistent with the Housing Authority’s travel
and expense reimbursement policy. If any employee uses a company credit card for
personal purchases in violation of this policy, the cost of such purchases(s) will be
immediately due.

The following will result in disciplinary action up to and including termination of
employment:

1. Failure to immediately repay any costs due that are a result of violating this
policy;

2. Any one or more incidents of misuse of a Housing Authority credit card:

3. A pattern of abuse of the credit card policy.

Employees violating this policy may be subject to additional action to include
professional sanction, debarment, and/or criminal prosecution.

AUTHORIZED USERS

To ensure good financial management and sound governance, credit cards will
be issued to the minimum number of employees that will allow the Housing Authority to
satisfy its business objectives. The credit card can only be used by the designated
employee after they have signed the Acceptance and Agreement document to abide by
the Terms and Conditions of Use as detailed. The credit card will be immediately
terminated if the authorized card holder ceases to have job responsibilities that require
it.






The Housing Authority must maintain an up to date list of Authorized Users
including date of issue/termination, card limit, etc. This list should be held by the
Executive Director and/or the appropriate administrative staff member.

The Authorized Users should familiarize themselves with the policies and

regulations for procurement, travel and subsistence and must ensure that the credit
card is not used for transactions which are not appropriate.

LIMITS

The credit limit of the card will be determined by the Executive Director, in
consultation with the Board of Commissioners.

The card must not be used for:
® withdrawing cash, or

® any type of personal expenditure (even if the employee intends to repay the
expense).

The card may be used for:
® accommodation, meals and bookings payment;

® payment of travel costs(air, train, taxi, etc.) where it has not been possible to pre-
book prior to departure, or

the purchase of goods as specified in the Procurement Policy.

ROLE OF AUTHORIZED USER

Payment Authorization Forms

It is the responsibility of the Authorized User to complete the Purchase Order
form and to have it approved retrospectively by the Executive Director, Board of
Commissioners’ Chairperson and/or Director of Finance.

Any disputes regarding the credit card statements must be noted and relevant
documents regarding the outcome of the dispute must be kept for audit purposes.

Review Procedure

1. A monthly statement will be received from the credit card issuer detailing charges.

2. Statements must be reviewed immediately upon receipt and detailed on the
Purchase Order form with copies of the supporting receipts or vouchers attached.

3. Where a receipt is not on file, the Authorized User will be asked to provide
verification of the transaction. A receipt should be provided as soon possible. The






4. Authorized User will be required to reimburse the Housing Authority for any
expenditures that cannot be supported by appropriate documentation.

5. The Authorized User must ensure that any items appearing on the statement also
appear on their Purchase Order form.

6. Anyitem appearing on the statement which is not recognized as a business
expense and would not have been authorized for payment by the Authorized User
will be investigated immediately with the credit card company.

7. The Purchase Order form must be signed by the Authorized User and verified by
the Executive Director, or Chairperson of the Board of Commissioners, or the
appropriate administrative staff person.

8. A copy of the Purchase Order form and credit card statement will be submitted to
the Executive Director, or Chairperson of the Board of Commissioners, or the
appropriate administrative staff person for review and verification no more than 5
days from the date of receipt of the statement. The Executive Director, or
Chairperson of the Board of Commissioners, or the appropriate administrative staff
person will authorized payment of the credit statement/receipts/vouchers within a
reasonable time after receipt of the documentation. Purchase Order documents
will be retained in a secure location.

9. The balance on the credit card statement must be cleared each month by the
specified date to ensure that no interest charges are incurred.

TERMS AND CONDITIONS OF USE

Credit Card usage in the day to day business of the Housing Authority is intended to
facilitate transactions on a limited basis, primarily to provide simpler means of booking
and paying for travel and accommodation in connection with official business travel,
where it is not possible to pre-book travel plans.

The card may be used for:

* Accommodation, meals, bookings payment;

® Payment of travel costs (air, train, taxi, etc.) where it has not been possible to pre-
book prior to departure, or

® the purchase of goods as specified in the Procurement Policy.

The card must not be used for:

* Withdrawing cash, or

® Any type of personal expenditure, even if the intention is to repay such expenditure.
Credit card usage will be subject to management review to guard against fraud, to

ensure compliance with current travel/procurement policies, and regulations.
Documentation of any expenditure will be reviewed and approved by the Executive






Director, or Chairperson of the Board of Commissioners, or the appropriate
administrative staff person.

Credit card(s) must be kept in a secure location at all times. The Authorized User will
be responsible for custody of the card. In order to guard against possible fraud, the
Authorized User should not lose sight of the card during a transaction. Loss of a credit
card must be reported immediately to the issuer, the Executive Director, or Chairperson
of the Board of Commissioners, or the appropriate administrative staff person.

The Authorized User will be responsible for completing the Purchase Order
Authorization form, ensuring that items charged to the credit card have incurred in the
conduct of official business, providing details of each occasion of use, and for
submitting receipts/vouchers for all expenditure. Any expenditure for which supporting
receipts/vouchers are not presented will become the liability of the User.

Before using the credit card, the Authorized User must sign the Acceptance and
Agreement document. A copy should be retained for personal reference and the
original will be maintained by the Executive Director.

Unauthorized usage of credit card(s) issued in accordance with the above Terms &
Conditions will be considered a violation of this policy and could result in disciplinary
action up to and including termination. Additional penalties could include professional
sanction, debarment, and/or criminal prosecution.






MANCHESTER HOUSING AUTHORITY

CREDIT CARD POLICY

The Executive Director may obtain a credit card on behalf of the Manchester Housing Authority
for business purposes related to the Authority. The card will carry bank required signatures for
initiation and cancellation and will include the current Board Chair and at least one other Board
member for the purposes of cancellation of the credit card. At any time should it be deemed
necessary, the Board Chair alone will have the authority to cancel the credit card account.

Use of the credit card is for housing authority purposes only for items that cannot be invoiced
(for example, internet orders, software, retail supplies for office, activity program expenses,
Travel etc.) and is to be used only by the Executive Director and only for purchases less than
$5,000 without prior Board approval. All expenses accrued on the credit card must be detailed
with a purchase order, dated receipts and allocation purpose. Bills are to be paid on time and in
full each month so that no interest accrues.

Adopted: /_2//[;//5






MANCHESTER HOUSING AUTHORITY

EMPLOYEE ACCEPTANCE AND AGREEMENT

OF CREDIT CARD POLICY

| have read the Manchester Housing Authority Credit Card Policy. |
fully understand and accept the Terms and Conditions of Use.

| understand and agree that | am personally liable for any
expenditure(s) charged to the card that do not comply with the Terms
and Conditions of Use.

| agree to immediately repay any funds that do not comply with the
Terms and Conditions.

| understand that misuse of credit card(s) could result in disciplinary
action up to and including termination and that additional penalties
could include professional sanction, debarment, and/or criminal
prosecution.

Signed: Date:

Authorized Credit Card User

Name;:

Print Name












—~ MANCHESTER HOUSING AUTHORITY
TRAVEL POLICY

Travel and Reimbursement

General

. No expenses for out-of-state travel shall be allowed

. Transportation of any kind between the home and the office is not reimbursable

. Reasonable charges for hotel rooms shall be reimbursable. Receipted bill shall be submitted for hotel charges.

. Telephone charges incurred in the discharge of duties shall be reimbursed upon presentation of an itemized bill

. Reimbursement shall not be made for expenses incurred for the sole benefit of the traveler, such as valet service entertainment,
laundry service, etc.

6. Toll charges and parking fees shall be reimbursed upon presentation of documentation and receipts.

O S T R S

Authority-Owned Vehicles

1. Authority-owned vehicles shall be used on official business only. They shall not be operated outside the necessary working
hours, unless as directed by the Executive Director. Pleasure riding or use for private purposes is absolutely forbidden. Operators
are personally responsible for damage liabilities arising from accidents outside of working hours and involving passengers not
traveling on official business. Any accident in which an Authority owned vehicle is involved shall be reported forthwith to the
Authority.

o

. No operator of an Authority-owned vehicle shall transport a passenger or passengers other than those traveling on official
business unless otherwise approved by the Authority.

A Privately-Owned Vehicle

—_—

. When use of an employee's private car is necessary, the approved mileage rate for reimbursement is not to exceed that allowed
in the current DHCD Budget guidelines.

2. Private vehicle mileage reimbursement shall be payable only to one of two or more employees traveling together in the same

vehicle.

Meals
- Employees shall be reimbursed for meals when on full travel status, which is defined as being temporarily absent from home on
assignment to duty for more than twenty-four (24) hours.
. For travel of one (1) day's duration starting two (2) hours or more before compensation time, the employee will be entitled to the
breakfast allowance. For travel of (1) day's duration ending two (2) or more after compensation time,
such employee will be entitled to the evening meal allowance. In no event will midday meal be allowed for travel of less than
twenty-four (24) hours duration. Voucher must state in case of breakfast allowance the time of departure and the time
compensation commenced, in the case of the evening allowance must state the time compensation ceases and time of arrival
home Voucher must state necessity for early departure or late return as well as a statement giving the regularly scheduled work

[\

week.
3. Reimbursement shall be allowed for actual meal expenses incurred including tips, not to exceed the current DHCD Budget
Guidelines.

Bonuses and Presents - Operation costs shall not include the cost of any bonus, payment or Christmas or others presents to the
Members or employees of the Authority in cash or any other form.

Entertainment Expenses - Operation costs shall not include expenses incurred for the provision of entertainment and incidental
food and beverages for Members or employees of the Authority.

"M"?‘o]icy Adopted on: \5; /;og?-‘% /// /L













Manchester Housing Authority
Inventory Policy

The following procedures govern the inventory of all Manchester Housing Authority
(MHA) owed appliances, furniture and equipment with a purchase or replacement value
of $500 or more.

General

1. Records of these assets are maintained in the Inventory file. A current hard copy
is maintained in the HHA Management Plan. A current copy is backed up to CD
or USB drive.

2. Each entry includes the following information: Description of Asset,

Manufacturer, Tag Number. Serial Number, Location of [tem, Vendor, Date

Purchased, and Cost of Item.

Physical inventory of all furniture and non-expendable equipment must be taken

and an inventory list maintained each year.

4. Physical inventory results must be compared to the inventory list, and any
discrepancies will be reviewed by the Executive Director for possible
adjustments.

(5]

New Items

L. All new appliances, furniture, and equipment purchased by the MHA are issued a
Tag immediately and are then recorded in the Excel file by administrative staff,

2. The tag shall be affixed securely on an easily accessible surface of each item
Recorded. Each tag will display the housing authority name as well as a
numerical figure.

Disposed ltems

1. When an item is disposed of, the following information will be added to the
Record: If sold, to whom the item was sold, date of sale, and sale price. If
disposed of, it will be so noted, along with the reason for disposal.

2. Disposition of an inventories item occurs only after consultation with the
Executive Director, he/she makes the decision to dispose of old, non-functioning
refrigerators, stoves, and maintenance equipment. The Executive Director makes
the decision of old, non-functioning equipment and furniture in the office and
common areas of the community building.

3. An inventories item that is deemed useable but no longer necessary may be sold.
The decision to sell and the selling price is determined by the Executive Director.
In order to prevent any conflict of interest, the MHA Chairman may request
approval by the entire board, depending on value of item and purchaser.

4. Tags are removed from all items before they are sold or destroyed.

Policy Adopted on 7\q ANC \\\ -3 0| Cp







MANCHESTER HOUSING AUTHORITY
EQUIPMENT CAPITALIZATION AND DEPRCIATION POLICY
AMENDED MARCH 23, 2016

The Manchester Housing Authority Equipment Capitalization and Depreciation
will be in conformity with the Federal office of Management and Budget (OMB),
A-133 Compliance Supplement — Part 3, Section F, Equipment and Real Property
Management and Generally Accepted Accounting principles (GAAP). The policy
will be effective for all programs and for the conversion to generally accepted
accounting principles (GAAP).

Equipment having a useful life of more than one year and an acquisition cost of
$5000.00 or more per unit, will be capitalized and depreciated over a FIVE (5)
year period. The Authority will use straight-line depreciation method.

The Authority will establish a custodial inventory system for all stove and
refrigerator purchases. In addition the Authority will establish a custodial
inventory listing, by program for all equipment purchases between $1000.00 and
$4999.99. The items in the custodial inventory system will NOT BE capitalized.
The intent of the custodial inventory will be to track and monitor non-capitalized
equipment.

The Authority shall maintain an equipment record system; tag items and a physical
inventory will be taken at least once every two years. The physical inventory will
be reconciled to the equipment record system and the general ledger. The
Authority will use appropriate controls to safeguard the equipment.

This policy shall be effective for all the Authority Programs, starting now until
hereafter.

Policy Adopted By Board Vote on: 3 yéfj //b
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MANCHESTER HOUSING AUTHORITY

INVESTMENT POLICY

Administration of Investment of Funds:

A. It shall be the responsibility of the Executive Director to develop, maintain and execute
the Investment Policy.

B. Moines deposit in the General Fund checking accounts in excess of those monies
necessary for the daily operation of the Housing for a period of 30 to 60 days shall be
considered available for investment.

Insurance Coverage on Funds Invested:

The Housing Authority shall require that funds invested with banks and/or MMDT will be
insured in accordance with the rules and regulations of the Federal Deposit Insurance
Corporation (FDIC), Washington, D.C.

Objective:

The objective is to invest the maximum funds for the longest term at the highest interest rate,
there by realizing the greatest return on all cash not needed for operations.

Estimating Amounts Available for Investments:

The Executive Director shall estimate the amount of funds required for operation of the various
projects/programs. If it is found that current Administrative Funds, Modernization Fund and /or
Development Fund balances are in excess of estimated cash needs, such excess will be invested
in a liquid and/or longest term possible account that will realize the greatest yield for the
Authority.

Approved Investments:

A. US Government Obligations—The following is a listing of the securities in which funds
may be invested:
1. US Treasury Bills—Treasury Bills with a maturity of 91 days and 182 days are
issued weekly, and Bills with maturity of 9 months and 12 months are issued monthly.
These Bills are issued on a discount basis and are redeemed at par upon maturity.
2. US Treasury Certificates, Notes and Bonds—These securities are issued
periodically by the Treasury Department through Federal Reserve Banks and Branches.
a.  US Treasury Certificates mature in not more than one year from the issue date and
bear interest at fixed rates payable at maturity.
b.  US Treasury Notes nature in not less than one nor more than five years from the
issue date and bear interest at a fixed rates payable semiannually.
c¢.  US Treasury Bonds mature in not less than five years from the issue date and bear
interest at fixed rates payable semiannually.






MANCHESTER HOUSING AUTHORITY

INVESTMENT POLICY

B. Massachusetts Municipal Depository Trust:

The said trust is an investment pool established by the State Treasurer’s Office to offer
political subdivisions of the Commonwealth of Massachusetts a means to invest idle
cash. This professionally managed portfolio of high grade money market instruments
seeks to attain as high a level of current income as is consistent with the preservation of
capital and liquidity.

C. Certificates of Deposit:

Time deposits that are available from the banks with which the Authority does business
and may be established for the investment of funds where it is determined to be
advantageous. The means of achieving the best offer is to solicit competitive bids.
Such solicitation requests quotation of interest rates on short-term deposits (i.e..30, 60,
90,120, and 180 days, to be secured with approved securities such as Government
Obligations, AA or better Corporate or Municipal Bonds). Of course, market rates are
to be reviewed 1o ensure that the bank’s interest rate payments compare favorably with
other available investments.

D. Savings Certificates:

These are savings deposits that range in term from one year to eight years and the
interest would vary depending upon the term. This type of instrument could be used
when.

1. A medium to long-term investment is advisable.
2. Projected yield of this instrument is deemed favorable in relation to other
alternatives.

E. Savings Accounts.

These are corporate, regular and 90-day notice savings accounts. These could be used
when.

1. A short-term investment is advisable.

2. Projected yield of this type investment is deemed favorable in relation to the
alternatives.

Policy Adopted on I /%3 Z\/ﬁ e













Manchester Housing Authority
Disposition Policy

Purpose

To adopt controls over the sale of Housing Authority property and equipment.

System Components

Authority property may not be sold or exchanged for less than its fair market value.
Property of a value of $1000.00 or more, which is to be sold to other than a public body
for a public use, must be sold at public sale.

Sales of excess personal property should be made in the following manner:

1.

If the estimated sale value of the Authority property offered for sale is less than
$300.00, the Executive Director or designated representative of the Authority may
negotiate a sale in the open market after such informal inquiry as he/she considers
necessary to ensure a fair return to the Housing Authority. The sale must be
documented by an appropriate bill of sale.

For sales from $300.00 to $1,000.00, the Executive Director or designated
representative of the Authority may solicit informal bids orally, by telephone, or
in writing from all known prospective purchasers and a tabulation of all such bids
received must be prepared and retained as part of the permanent record. The sale
must be documented by an appropriate bill of sale.

For sales of $1,000.00 or more, the award of such contract must be made only
after advertising for formal bids. Such advertising must be at least 15 days prior to
award of the sales contract and should be by advertisement in newspapers or
circular letters to all prospective purchasers. In addition, notices must be posted in
public places. A tabulation of all bids received should be prepared and filed with
the contract as a part of the permanent record. The award will be made to the
highest bidder as to price.

The sale of personal property to a public body for public use may be negotiated at
Its fair value subject to prior approval of the Board. The transfer must be
documented by an appropriate bill of sale.

Policy Adopted on March 23. 2016













Section |. DESCRIPTION OF THE PARTIES AND THE LEASED PREMISES

The ___Manchester  Housing Authority {referred to herein as LHA) leases to
(Tenant)

(the leased premises) with ___bedrooms beginning

until termination as

‘address and apartment #)

irovided herein.

The following persons, together with Tenant, are the members of Tenant's house-

hold {household members) authorized to occupy the leased premises with

Tenant:

No other person may occupy the leased premises overnight for more than a total
of twenty-one (21} nights in any twelve (12) month period without LHA's written
consent, as provided in Section V of this lease. The words “overnight” and
“nights,” as used in this lease, include daylight hours if the person regufarly
sleeps during the day rather than at night.

Section II. RENT
(A} Amount and Payment of Rent

_____ ____inadvance on or before
the first {1st) day of each month beginning . Rent
for any fraction of a manth of occupancy at the beginning or end of the term will
be charged on a pro rata basis. The monthly rent will remain in effect until a new
monthly rent is determined and put inte effect by LHA in accordance with
Section IV of this lease.

During the term of this lease LHA shall accept as rent all payments which
Tenant designates as rent. The acceptance of such rental payments by LHA shall
not constitute a waiver of payment for any other amounts due or of any other
past, present, or future obligation under this lease. Following termination of this
lease, if Tenant fails to vacate forthwith, Tenant shall pay monthly in advance the
fair value of use and occupancy but no less than an amount equivalent to the
rent in effect at the time of termination. Payments for such use and occupancy
shall be made in advance and shall continue until Tenant and household mem-
bers vacate or are otherwise dispossessed.

B) Nonpayment of Rent - Delinquency and Lease Termination Notice

In the event that Tenant shall fail to pay all or any part of the rent within
seven (7) days of its due date, the LHA may declare the unpaid rent delinquent
and issue a Notice of Termination of Lease which may include a Notice to Quit.
Prior to issuing such a notice, except where Tenant has been habitually delin-
quent in paying rent and has had a prior opportunity for discussion within the
prior six {6) months, the LHA shall provide the Tenant with an oppaortunity to dis-
cuss the reason for the late payment.

(C) Nonpayment of Rent - Interest; Repayment Agreement; Possible Evictign and

Costs

in the event that Tenant fails to pay all or any part of the rent within thirty
(30 days of its due date, LHA may impose a fee in the amount of $25 for faifure to
pay rent when due. Rent payments shall be applied to rental obligations with the
oldest obligation being paid first. If Tenant shall have shown good cause for late
payment to LHA and if LHA and Tenant enter a repayment agreement, LHA in its
discretion may waive the fee for late payment. By charging increased rent, LHA
shall not have condoned Tenant's breach of Tenant's obligation to pay rent when
due, and LHA shall not thereby waive any rights to issue a notice of termination
of the Lease, to bring eviction proceedings against Tenant and Tenant's house-
hold, and to collect arrearages, constable fees and costs, on account of the
Tenant's failure to pay rent when due.

(D) Qverhoused Households

In the event that the size of Tenant's household does not warrant the number
of bedrooms in the leased premises, and, as a consequence, the Tenant
Household is determined to be overhoused, unless an exception is provided by
law, upon availability of a smaller unit of appropriate unit size, LHA shall offer to
lease such smaller unit to Tenant who shall have thirty (30) days within which to
sign a new Lease and to mave to the unit of appropriate unit size. Following
expiration of thirty (30} days, if Tenant shall have failed or refused to transferto a
unit of appropriate unit size offered by LHA, Tenant’s monthly rent shall be 150%
of the rent which would otherwise have been charged to Tenant. By charging
such increased rent, LHA shall not have condoned Tenant’s breach of Tenant's
obligation to pay rent when due, and LHA shall not thereby waive any rights to

sue a notice of termination of the Lease, to bring eviction proceedings against
.enant and to collect arrearages, constable fees and costs on account of the
» Tenant’s failure to pay rent when due,

Section [l ELECTRICITY, HEATING FUEL AND GAS
Tenant shall pay the cost of the following if checked by LHA and initialed by

Tenant:

[ ] Electricity [initials: ]
[ 1Gas [initials: ]

LHA shall pay the cost of the items not so checked and initialed.

[ ] Heating Fuel {initials: ]

Section IV. ANNUAL AND INTERIM REDETERMINATIONS OF RENT
(A} Annual Redetermination; Tenant's Obligation te Submit Verified information

LHA shall redetermine Tenant's monthly rent, once annually in accordance
with applicable regulations or authorization of the Department of Housing and
Community Development (the “Department”).

Each notice of a redetermined rent shall be in writing and contain the follow-
ing information:

1. The rental amount and the date when it will be effective:

2. The calculation of Tenant's monthly gross household income and monthly
net household income used by LHA in determining Tenant's rent:

3. Tenant's right to, and the method of obtaining a hearing under the griev-
ance procedure in the event of a factual error.

For purposes of redetermination of rent (and for determining continued eligi-
bility and appropriateness of unit size), Tenant shall submit, within thirty (30) days
after a request from LHA, signed, complete, and accurate statements and/or
other information setting forth pertinent facts as to eligibility, income, exclusions,
deductions, employment, and household composition of Tenant and Tenant's
household. Tenant shall also provide authorization for LHA to obtain verification
of such information from reliable sources with knowledge of the facts in order to
insure its accuracy.

(B) Interim Redetermination on Account of Increased Income

An increase of ten percent (10%) or more in Tenant's monthly gross house-
hold income (the gross amount of income received by Tenant and household
members during a month computed as provided in the Department's regulations)
shall require a rent redetermination by LHA, and Tenant shall report any such
increase {including any changes in income, exclusions and deductions) to LHA
by the seventh (7th) day of the month following the increase together with
authorization for verification.

Rent increases on account of such an increase will be effective no less than
fourteen (14) days after LHA sends Tenant a notice of redetermined or adjusted
rent; such notice may be sent before LHA verifies the increase. If Tenant fails to
report an increase of ten percent {10%) or more in monthly gross household
income (or to provide sufficient information upon which to calculate the rent) by
the seventh (7th) day of the following month, any increase in redetermined or
adjusted rent shall be effective retroactively so as to begin on the first day of the
second month following the month in which the increase occurred.

(C} Receiptof Delayed Payments of Income

If Tenant or another household member receives delayed payments of
income {such as receipt of retroactive wage increases or receipt of worker's
compensation, SSI, or SSDI benefits for the time period while the claim for bene-
fits was being determined), if such income has not been previously reparted,
Tenant shalf report receipt of the income to LHA within seven (7) days after
receipt. An additional rental amount shall be computed by the percentage set
out in the Department’s regulations and charged on account of s much of the
income which, if not delayed, would have been paid at a prior time during
Tenant's tenancy at LHA. Tenant shall pay the additional rental amount due on
account of such income (without interest) upon receipt of a bill from LHA.

(D) Conseguences of Nondisclosure or Misrepresentation of Income

If Tenant misrepresents, fails to disclose, or fails to disclose in a timely man-
ner pertinent information affecting the Tenant’s net household income, Tenant
shall pay to LHA any rent which should have been paid but for Tenant's misrepre-
sentation or nondisclosure, and any applicable interest for the period of nonpay-
ment. Such misrepresentation or nondisclosure shall also constitute cause for
termination of this fease and eviction if the consequent underpayment of rent
was 10% or more of the monthly rent which should have been paid.

(E} Interim Redetermination on Account of Decreased Income

If Tenant's monthly gross household income decreases, rent shall be rede-
termined if the Tenant requests a redetermination and authorizes verification of
the decrease. Any rent decrease shall be effective on the first rent payment day
after LHA receives reliable verification of the decrease or at such earlier time as
the LHA shall find to be warranted in the event that verification is delayed.

Section V. 0CCUPANCY AND USE OF LEASED PREMISES
(A} Tenant and Household Members

Tenant shall not assign this lease and shall not sublet or transfer possession
of the leased premises. Tenant shail not take in boarders or lodgers and shall
not use or permit use of the leased premises for any purpose other than as a pri-
vate dwelling solely for Tenant and the other members of Tenant's household
who are listed in Section | of this lease or who are listed on a subsequent written
lease addendum. Tenant and each other household member must physically
occupy the leased premises as his or her principal place of residence for at least




nine (8) months during any twelve (12) month period unless good cause is shawn
for a longer absence, such as involuntary absence attributable to illness or
absence of a household member who is a full-time student. If Tenant or a house-

hold member without such cause shall fail to occupy the leased premises for the
minimum of nine (9) months during any twelve (12) month period, Tenant shall
delete such person from the lease within thirty (30) days of the failure.

(B) Guests

Tenant and other household members may have guests provided that Tenant
shall be responsible for the conduct of any guest while in the leased premises or
on LHA property and shall take reasonable steps to supervise the conduct of any
guest, including a guest of a household member. No guest may stay overnight
{as defined in Section 1) for more than a total of twenty-one (21) nights in any
twelve (12) month period without LHA's written approval of a temporary exten-
sion of the guest's stay. Tenant shall not accept any compensation from an
overnight guest for his or her stay in the leased premises. If notwithstanding
adequate supervision, a guest behaves in a manner which violates any of
Tenant's Obligations set out in Section 1X, among its remedies LHA may require
that Tenant take steps to insure that the individual involved shall not be a guest
of Tenant or of any household member again in the future. In addition, if a guest
damages or destroys LHA property, among its remedies LHA may require that the
Tenant shall pay the cost of repair or replacement.

Tenant shall notify LHA of the length of the stay of an avernight guest within
a reasonable time following an overnight stay; such notice shall be confidential
and, provided that the guest has not been barred from the premises and has not
committed lease violations during his or her stay, the notice shall only be used by
LHA for enforcement of the foregoing provision as to the permissible stay of a
guestin the leased premises.

Each household member shall take reasonable steps to supervise the con-
duct of his or her guests. Failure of a household member to take such steps shall
constitute good cause for LHA to request deletian of the household member from
the lease in the manner provided in Section X! if his or her guest violates the pro-
visions of the lease and the violation constitutes cause for termination of the
lease but LHA in its discretion does not seek such termination.

If an individual, whom Tenant or a household member knows or should have
known to have a history of serious crimes or of antisocial conduct, is a guest of
Tenant or the household member, this circumstance shall be deemed a lack of
adequate supervision if the guest violates the provisions of the lease.

For purposes of this lease an employee of Tenant or of a household member,
other than a personal care attendant, shall be deemed to be a guest.

(C} Personal Care Attendant

In the event Tenant or a househald member has a disability and as a conse-
quence of that disability requires the services of a full-time, live-in personal care
attendant, any such personal care attendant, who is not paid for the fair value of
his or her services to the disabled person, must be approved as an additional
household member pursuant to Section Xl of this lease prior to his or her resid-
ing in the leased premises. Any such full-time, live-in personal care attendant,
who is to be paid for the fair value of his or her services to the disabled person,
shall be screened in the same manner as an applicant for public housing and, if
he or she is found to be qualified, he or she may reside in the premises without
being added as a household member but at LHA's request shall verify that he or
she is working full-time as a personal care attendant for the disabled person and
is receiving wages for the fair value of these services.

(D) Remaining Members of a Household

In the event that Tenant ceases to occupy the leased premises, one or more
remaining members of Tenant's household may be given permission for contin-
ued occupancy, provided that: (1) Tenant is not relocating to public or assisted
housing elsewhere and is current in his or her financial obligations to LHA and is
not subject to eviction proceedings; (2) the remaining members of the household
are eligible and qualified for public housing and (excepting a newborn of a
household member) have resided in the leased premises for at least one year,
and; (3) at least one adult member (or emancipated minor member) of the house-
hold applies for and signs a new lease with LHA. In the event of divorce or sep-
aration between household members, one of whom is the Tenant, or entry of a
protective order for one household member against another, a Massachusetts
court with jurisdiction may determine who shall be eligible for continued occu-
pancy, and if those persons do not include the Tenant named in this lease, the
Tenant shall vacate. In the event that any such remaining members of Tenant's
household are approved for continued occupancy, if the size of the leased prem-
ises is no longer appropriate for the household, such remaining members shall
transfer to a smaller unit if and when offered by LHA.

(E) Other Legal Use of the Leased Premises

With the LHA's prior written approval, Tenant and household members may
engage in legal profit-making activities which are incidental to the primary use of
the unit as a private dwelling if suitable general liability insurance coverage is
provided insofar as LHA shall deem it necessary, and if the activities will: (i} not
be likely to cause any disturbance or inconvenience to neighbors; (it} comply

with any applicable zoning and any applicable federal, state or local licensing
requirements; (i) not significantly increase utility or water consumption (unless
Tenant separately pays for utilities); and (iv) not result in any other additional
expense to LHA. At any time LHA may withdraw permission if any of these con-
ditions are violated.

(F} Appropriate Unjt Size; Maximum Persons

The leased premises are to be considered of appropriate unit size so Jong a*
Tenant, other household members, and any full-time, live-in personal care atte, ;
dant, who are the opposite sex, age eight (8) or over, excepting husband and s
wife (or those living as hushand and wife), do not have to share a bedroom, and
so long as no more than two (2) persons share any bedroom. Husband and wife
{or those in a similar living arrangement) must share a bedroom as must same
sex household members. Persons of the opposite sex, age eight (8) or over, may
share a bedroom at the Tenant's irrevocable election, and if such an election is
made the leased premises will be deemed to be of appropriate unit size even if a
bedroom is so shared.

Exceptions may be made under applicable regulations or authorizations of
the Department. In no event shall Tenant permit more occupants than the num-
ber of occupants permissible under the provisions of the State Sanitary Code to
occupy the feased premises. In no event shall Tenant request authorization of a
household with members in excess of such number of permissible occupants.

Section VI, TRANSFERS
(A) Decreases in Household Size

In the event that the size of Tenant's household decreases by one or more
members and as a consequence the leased premises are no longer of appropri-
ate unit size, unless an exception is provided by law, upon availability of a small-
er unit of appropriate unit size, LHA shall offer to lease such unit to Tenant who
shall have thirty (30) days within which to sign a new lease and to move ta the
unit of appropriate unit size. Following expiration of thirty (30) days, Tenant shall
vacate the leased premises.
(B) Increases in Household Size

In the event that one or more household members are added to this lease as
provided in Section X!l and as a consequence the appropriate unit size for the
household increases, LHA shall approve an application to transfer the household
to a larger unit of appropriate unit size upon availahility provided that: (1) there
are and have heen no serious violations of the lease within the preceding two (2)
years; (2) Tenant is current in rent, charges and fees owed to LHA; and (3) Tenan*
is not subject to eviction proceedings or to the terms of an agreement for judg-
ment in a prior eviction proceeding.
(C) Transfers for Modernization Work

In the event modernization work is to be undertaken involving the leased
premises, LHA shall give written notice about the work and offer to transfer
Tenant's household to another unit of appropriate unit size upon availability. Upon
notice of availability of such a unit, Tenant shall have thirty (30) days within which
sign a lease for and to move to the other unit. Following expiration of thirty (30)
days from the notice of availability, Tenant shall vacate the leased premises.
{D) Qther Reasons for Transfer

LHA may approve an application for transfer pursuant to applicable state
regulations or authorization of the Department.

Section VII. HAZARDOUS CONBITIONS
{A) Report and Repair of Hazardous Conditions

If, as a consequence of damage to the leased premises or the building of
which it is part, conditions are created which are imminently hazardous to the
life, health, or safety of the Tenant's household, Tenant shall immediately report
the conditions to LHA. LHA shall make its best efforts to repair the damage with-
in a reasonable time and shall prioritize such repairs in its repair schedule. If the
damage was caused by Tenant, other household member or guest the cost of
repairs shall be charged to and paid by Tenant.
(B} Temporary Alternative Accommodations During Prolonged Repairs

If such imminently hazardous conditions exist, LHA shall offer alternative
temporary accommodations in an appropriately sized vacant unit, if available, in
the event that repairs necessary to correct the hazardous conditions cannot be
made within a reasonable time, provided that the damage was not caused by
Tenant, other household member or guest. Tenant shali have the same obliga-
tions, including the same rental obligation, for these temporary accommodations
as for the leased premises but shall move back to the leased premises forthwith
upon notice that necessary repairs have been made.
(C) Abatement of Rent During Prolonged Repairs

If such imminently hazardous cenditions exist, LHA shall abate Tenant's re
for the leased premises by a percentage commensurate with the percentage
loss in its value as a dwelling provided that: (1) repairs necessary to correct th
hazardous conditions cannot be made within a reasonable time; {2} Tenant has g’
not been notified that alternative temporary accommodations are available; and,
[3) the damage was not caused by Tenant, other household member or guest.
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Section VIII. LHA OBLIGATIONS
LHA has the following obligations:
(A) Initial Condition of Leased Premises

To deliver the leased premises in decent, safe and sanitary condition at ini-
tial occupancy in conformity with the requirements of Chapter |f of the State
“anitary Code.

) Heat

To provide and maintain in good condition a heating system and to supply
legally requisite heat during the period from September 15 through June 15 of
each year, unless the Tenant is required to supply heating fuel and fails to pro-
vide adequate fuel or is otherwise responsible for the lack or inadequacy of heat.
{C) Hot Water

To provide and maintain in good condition a hot water heater and to supply
legally requisite hot water in sufficient quantity and pressure for ordinary use
unless the Tenant is required to supply the fuel and fails to provide adequate fuel
or is otherwise responsible for the lack or inadequacy of hot water.
(D) Extermination

To provide extermination services as necessary. Tenant may be charged for
special extermination services required as a consequence of Tenant's failure to
keep the leased premises in a clean and sanitary condition or failure to properly
prepare the leased premises for scheduled extermination services.
(E} Maintenance of Structural Elements

To maintain the structural elements of the building containing the leased
premises.
(F} Maintenance of Common Areas

To maintain the common areas of the building open to the household.
(G) Appliances

To provide a stove and the following additional appliances if any, in safe con-
dition and working order at initial occupancy:

(Specify any additional appliances to be provided by LHA)

(H} Locks

To provide new door locks or rekeyed door lock cylinders at the beginning of
the tenancy, and thereafter to rekey door lock cylinders within a reasonable time
of Tenant's request and at Tenant's expense. To rekey locks promptly upon
request of a household member who has obtained a restraining order which is in
force against another household member on account of domestic violence and
“~ waive charges for the cost where circumstances warrant.

Natice of Tenant's Right to Grieve

To notify Tenant in writing of the specific grounds for any proposed adverse
action against Tenant by LHA and to notify Tenant of Tenant's right to request a
grievance hearing and the process to be used in circumstances where the
Tenant has a right to such a hearing if requested.
(J} Emergency Repairs

To use hest efforts to make emergency repairs or otherwise correct condi-
tions which are imminently hazardous to the life, health or safety of Tenant or
other household members within a reasonable time after receiving notice and to
take other measures specified in Section VI regarding hazardous conditions.
(K} Non-emergency Repairs

To use hest efforts to complete all reasonably required non-emergency
repairs of the leased premises within a reasonable time after receiving notice.
(L) Canfidentiality of Records

To preserve the confidentiality of records of Tenant and other household
members in accordance with and to the extent provided by 760 CMR 8.00 and
other applicable law.
(M) Respect of Tenant's Right to Join a Tenant Organization

To respect Tenant's right to organize and/or join a tenant assaciation and/or
a tenant organization.
{N) Copies of Rules

Notify Tenant of changes in pertinent rules, policies and regulations affect-
ing the Tenant’s tenancy and provide, after a request by Tenant, copies of any
such rules, policies and regulations, provided that there may be a charge for
such copies if the Tenant has previously been provided with the material.
(0) Prompt Redetermination of Rent

To redetermine rents promptly at the time of annual redetermination and at
the time of any interim redetermination as provided in Section IV and to take
appropriate steps to obtain verification of increases or decreases in income
promptly.
(P) Prompt Processing of Applications for Transfer

To process applications for transfer promptly.

Prompt Processing of Applications to Add a Househoid Member

To process applications which seek to add a household member prompily

; and to determine the qualification of each such propoesed household member

pursuant to 760 CMR 5.00 promptly.
[R} Eviction Proceedings Against Others
To commence eviction proceedings against another tenant if LHA deter-

mines that such proceedings are warranted under the circumstances and likely
to succeed against other such tenant an account of hehavior by such tenant,
other household member or guest which has jeopardized the health or safety of
Tenant or other household member named in this lease.
(S} Assistance to Victims of Domestic Viclence

To provide assistance which the LHA may determine to be reasonable and
appropriate to a household member who is a victim of domestic violence.

Section IX. TENANT'S OBLIGATIONS

Tenant has the following obligations which are material conditions of
Tenant's tenancy:
(A} Payment of Rent

To pay rent as provided in Sections il and IV.
(B} Payment for Utilities

To pay the cost of any utilities specified in Section lli and to provide suffi-
cient fuel for heat and hot water if provision of fuel is Tenant's responsibility pur-
suant to Section [l
(C) Transfer

To transfer to a unit of appropriate unit size because of decreases in house-
hold size as provided in Section VI {A) or because of modernization work as pro-
vided in Section VI {C).
{D) Proper Conduct on Housing Authority Property

To conduct himself/herself, {and to cause each other household member and
any guest of Tenant or of another household member to conduct themselves] in a
peaceful manner and in a manner which will not injure, endanger, harass or dis-
turb other residents, LHA employees, or other persons lawfully on the LHA's
property.
(E) No Threats, Harassment or Nuisance

To refrain from {(and to cause each household member and guest to refrain
from) unlawful threats or harassment directed against LHA's officers or employ-
ees, other residents and others lawfully an the leased premises or on LHA prop-
erty. To create or maintain no nuisance {and to cause each household member
and guest to create or maintain no nuisance) in the leased premises or on LHA
property.
(F} No Crimes On or Near the l.eased Premises

To refrain from {and to cause each household member to refrain from) any
and all criminal conduct in the leased premises, on LHA property or in its vicinity
(1) which interferes with or threatens to interfere with the rights of other persons
to live quietly, securely and peaceably, {2) which adversely affects or threatens
to adversely affect the health, safety, ar quality of life of other persons, including
LHA officers and employees, residents and others fawfully on the property orin
its vicinity, or {3) which adversely affects or threatens to adversely affect the
security of property owned by others, including the LHA, its officers and employ-
ees, residents and others lawfully on the property or in its vicinity. Such criminal
conduct shall also inciude but not he limited to the criminal conduct specified in
Sections X (E} {2} and (3) of this lease.
(G) No Serious Crimes Qutside Housing Autharity Property

In addition to the foregoing obligation to refrain from criminal activity in the
leased premises and on LHA property and its vicinity, to refrain from and to
cause each household member to refrain from commission of any serious crimi-
nal act which involves: (1} violence against any other person, even if not on LHA
property or in its vicinity, (such a crime includes but is not limited to murder,
attempted murder, assault and battery with a dangerous weapon, robbery, rape,
and indecent assault); (2) sexual misconduct with a child: or (3) the sale or distri-
bution of a controlled substance.
(H) No Disturbances or Loud Noise

To refrain from (and to cause each household member and guest to refrain
from) making or creating loud noise or noises, which unreasonably disturb or are
likely to unreasonably disturb neighbors, including the LHA's employees. As part
of this obligation, Tenant shall refrain {and shail cause each household member
and guest to refrain) from playing televisions, radiss, CD players, tape players,
musical instruments, and the like at a high volume which unreasonably disturbs
or is likely to unreasonably disturb neighbors. Tenant shall refrain from and shall
cause household members and guests to refrain from holding parties or group
gatherings in the [eased premises which unreasonably disturb or are likely to
unreasonably disturb neighbors. Tenant shall refrain from and shall cause
household members and guests to refrain from making loud noise in common
areas, roadways, parking areas or elsewhere on or in the vicinity of LHA's prop-
erty which unreasonably disturbs or is likely to unreasonably disturb neighbors,
including but not limited to: (1) unnecessarily noisy operation of any motor vehi-
cle including the operation of any motor vehicle without a working muffler, (2)
unreasonably loud indoor or cut-of-door parties or gatherings, (3) unreasonably
loud or raucous individual behavior, and (4) other activities or behavior which
create disturbance or unreasonably loud noise. Tenant shall immediately take
effective measures to bring his or her own behavior and the hehavior of house-
hold members and guests into compliance with this subsection upon request of




Section Xill. REASONABLE ACCOMMODATION OR MODBIFICATION ON
ACCOUNT OF A DISABILITY

The LHA is obligated to make reasonable accommodations and reasonable

modifications for persons with disabilities. {f Tenant or a household member has
a disability and, on account of this disability, in order to have equal opportunity to
use and enjoy the leased premises or the public or common use areas or to par-
ticipate fully in the LHA's programs, activities, or services, needs a reasonable
accommodation in LHA's rules, policies, practices or services, or needs a rea-
sonable modification of the leased premises or public or common use areas, the
Tenant or household member, or person acting on behalf of the Tenant or house-
hold member, may request a reasonable accommadation or a reasonable modifi-
cation. Within a reasonable time following verification, as needed, of the exis-
tence of a disability and the disability-related need for an accommodation or
modification, the LHA shall provide an accommodation or modification that is
reasonable under the circumstances, including the availahility of funds.

Section XIV. INSPECTIONS
(A) Pre-occupancy Inspection

Prior to occupancy LHA and Tenant (or Tenant's designated representative)
shall inspect the leased premises; following the inspection LHA shall provide
Tenant with a written statement of condition describing the condition of the
leased premises and any appliances in it. The statement of condition shall be
signed by both LHA and Tenant {or Tenant's designated representative) prior to
occupancy.
(B) Periodic Inspections

LHA may conduct periodic inspections of the leased premises. Tenant shall
receive advance notice as provided in Section XV and shall receive a written
copy of the results of each such inspection.
(C) Termination Inspection

Upon termination of occupancy, LHA and Tenant (unless Tenant vacates
without notice or refuses to participate or to designate a representative) shall
inspect the leased premises and LHA shall provide Tenant with a written state-
ment of condition which shall list any damage or destruction, apart from reason-
able wear and tear. LHA shall at such time or thereafter submit a bill to Tenant
for the reasonable charges for repairs and replacements required to put the
leased premises in as good condition as the condition reflected by the original
statement of condition {as it may have been modified as a result of moderniza-
tion), reasonable wear and tear during occupancy by Tenant excepted.
Following receipt of the bill, Tenant shall forthwith pay such charges.

Section XV. ACCESS T0 THE LEASED PREMISES BY LHA
(A) Access for Non-Emergency Repairs, Maintenance or an Inspection

LHA may enter the leased premises at reasonable times to perform non-
emergency repairs, maintenance or modernization wark or to conduct an inspec-
tion, and in the absence of an agreed time shall give Tenant at least forty-eight
(48} hours advance notice of the time and purpose of entry.
(B) Access for Requested Repairs or Maintenance

In the event of repairs and maintenance in response to a request by Tenant,
in the absence of an agreed time, LHA shall give Tenant reasonable notice prior
to entry, given, whenever possible, at least on the day prior to entry.
(C) Access for an Emergency

If LHA has reasonable cause to believe that an emergency exists endanger-
ing life or property which requires immediate action, LHA shall give Tenant what-
ever reasonable notice which the circumstances may permit before accessing
the leased premises to deal with the emergency.
(D) Access Where No Adult Present

If at any time LHA shall have entered the leased premises and if no adult
household member shall have been present, LHA shall leave a written notice
specifying the time and reason for access and any work performed or measures
taken.

Section XVI. PERSONAL PROPERTY
(A} Insurance of Personal Property By Tenant

Tenant shall be responsible for insuring personal property belonging to
Tenant, other household members and guests against theft or other casualty.
(B) Remgval of Personal Property

Upon termination of this lease and the departure of Tenant, Tenant shall
immediately remove all personal property belonging to Tenant and to other
household members or guests from the leased premises and from LHA property.
(C) Personal Property Left on Termination of Lease

Any personal property belonging to Tenant, other household members or
guests, which is not removed from the leased premises and from LHA's property
following the termination of the lease and departure of Tenant, shall be treated
as ahandoned and may be disposed of by LHA. Tenant shall be responsible for
and shall reimburse LHA for costs for moving, storage and disposal of personal
property following termination of this lease.

Section XVIL. NOTICES
(A) Notices to Tenant

A notice of termination of lease, notice to quit, notice of voiding lease or
notice of apparent abandonment shall be given ta Tenant as follows:

(1) in writing; and

(2) {a) given to Tenantin hand; or
(b} sent by certified mail, return receipt requested, to the Tenant at the address
of the leased premises or such other mailing address provided by Tenant to Lt
or
(c) given to any person answering the door to the leased premises with a copy
mailed to Tenant by regular first class mail; or
(d) placed under or through the door to the leased premises with a copy mailed
to Tenant by regular first class mail in the event no person answers at the door
to the leased premises; or
(e} by service by a constable or a deputy sheriff in the manner provided for serv-
ice of civil process.

Other notices to Tenant shall be sufficient if in writing and sent by regular
first class mail ar hand delivered to the leased premises.
(B) Notices to LHA

Any notice to LHA shall be sufficient if:

(1) in writing; and

(2) {a) sent by certified mail, return receipt requested to LHA at its office; or
{b) hand delivered to LHA's office during regular business hours.

Section XVIll. COMPLIANCE WITH REGULATIONS OF THE DEPARTMENT OF
HOUSING AND COMMUNITY DEVELOPMENT

The Department of Housing and Community Development has promulgated
and may promulgate regulations regarding the terms and conditions of public
housing. Insofar as applicable LHA and Tenant shall comply with the
Department's regulations and any authorizations or waivers issued pursuant
thereto. LHA shall post and keep posted in a conspicuous place in its central
office and, if practical, in each development a copy of the applicable regulations
although absence of posting shall not affect their enforceability.

Section XIX. COMPLIANCE WITH LHA'S RULES AND POLICIES

LHA has adopted or may adopt reasonable rules and policies for the benefit
and well being of the housing development, of which the leased premises are a
part, and for the benefit of the tenants of the housing development. Compliance
with LHA's rules and policies, is a material condition of tenancy. Tenant, other
household members and guests shall comply with such rules and policies. )
Substantial violation of any rule or policy shall be cause for termination of this s
lease and eviction. LHA shall post and keep posted in a conspicuous place in its
central office and, if practical in each development a copy of ail rules and poli-
cies which affect the rights, status, duties or welfare of Tenant and other house-
hold members, although absence of posting shall not affect their enforceabiity.
Upon request Tenant shall without charge, be provided one copy of applicable
rules, policies or regulations, LHA may charge for additional copies.

Section XX, Changes

This lease represents the entire agreement between LHA and Tenant. No
changes, additions or deletions from this lease shall be made except by a written
amendment or addendum signed by LHA and Tenant, provided that changes,
additions or deletions required by state or federal law, including state or federal
regulations, shall be effective following at least thirty (30) days advance written
notice to Tenant of the changes, additions or deletions.

Section XXI. Additional Provisions

This lease is executed in two counterparts, one of which shall be retained by
LHA and one of which shall be retained by Tenant. The headings are for conven-
ience of reference and do not constitute part of the lease. Additional provisions
(if any) shall be set out in amendment(s) or addenda which shall specifically
make reference to this lease.

Executed on this day of

Tenant Signature:

{Print Name(s))

LHA Signature: i i
NN Nanchester Housing Authority, Inc.

{Print Name and Title)



applicable regulations or authorization, provided that LHA may provide an
exemption for up to six (6) months if Tenant can establish hardship which pre-
vents an earlier relocation of the household to unsubsidized housing.
(8) Failure by the Tenant or a household member to supply complete and
accurate information necessary for a rent determination or for a determination of
ihility for continued occupancy. Failure by Tenant or a household member to
: requisite authorization for verification of eligibility, income, employment and

/7™ household composition. Failure to provide a social security number as required

in Section IX {Y), or to participate in a wage, tax or bank match as required in
Section IX {Y).

(9) Failure to supply complete and accurate information in Tenant’s applica-
tion for public housing or in a request for a priority or preference status or in the
documentation submitted in support of Tenant's application for public housing, or
request for a priority or preference status, if complete and accurate information
would have provided: (a) cause for finding Tenant ineligible or unqualified for
public housing; (b} cause for determining Tenant not entitled to the priority or
preference status which Tenant received; (c) cause for housing Tenant in a
smaller unit; or {d} cause for establishing a materially higher rent.

{10 Failure to sign a lease, lease amendment or lease addendum con-
taining lease provisions authorized by the Department or required by applicable
regulations or by applicable faw; failure to sign lease provisions reguired by
changes in size or income of Tenant's household.

(11) Failure to vacate in the event of a decrease in household size, as
provided in Section VI {A), or in the event of modernization work, as provided in
Section VI (C).

(12) Failure by Tenant or by a household member to physically occupy
the leased premises as his or her primary residence for at least nine (9) months
in any twelve (12) month period except as provided in Section V (A).

(13) A guest's staying overnight for more than a total of twenty-one (21)
nights in a twelve (12} month period without LHA's written approval.

{14) Repeated failure by Tenant to report the length of the stay of an
overnight guest within a reasonable time following the stay.

(15) Breach or violation by Tenant or a household member of any one of
the other obligations set out in Section IX of this lease.

{18) Other good cause.

(D) LHA's Notice of Termination of Lease
Prior to terminating this lease and the underlying occupancy of Tenant and
“ant's household members, LHA shall give to Tenant a written notice of termi-
on of lease which precedes the date of termination by:

(1 at least fourteen {14) days in the case of failure to pay rent;

(2) a reasanable time considering the seriousness of the grounds for termi-
nation (but not to exceed fourteen (14) days) when the grounds {other than non-
payment of rent) are such that no grievance hearing is required; or

(3) no less than thirty (30) days in any other case.

The notice of termination of lease shall state the reason for termination of
the lease. it may inciude a notice to quit. |f Tenantis entitled to a grievance
hearing under subsection (E) of this section, the notice of termination of lease
shall specify that, within seven {7) days following the date on which notice is
given, Tenant has the right to request such a hearing and shall specify the
process to be used in making the request.

(E) Administrative Hearing Prior to Lease Termination in Certain Instances

If LHA shall give notice of termination of lease to Tenant, within seven (7)
days after the notice has been given, the Tenant may request a grievance hear-
ing regarding whether good cause exists for terminating the lease, except that
pursuant to M.G.L. ¢.121B, 8§32 no grievance hearing shall be required:

(1) in the event of nonpayment of rent
(2) in the event LHA has reason to helieve that Tenant or a household
member:

(a} has unlawfully caused serious physical harm to another tenant or an employ-

ee of LHA or any other person lawfully on LHA's property.

{b} has unlawfully threatened to seriously physically harm another tenant or an

employee of LHA or any person lawfully on LHA's property.

(¢} has unlawfully destroyed, vandalized or stolen property of a tenant or of LHA

or of any person fawfully on LHA's property, if such conduct creates or maintains

a serious threat to the health or safety of a tenant, an LHA employee, or any

other person lawfully on LHA's property.

(d) has unlawfully possessed, carried, or kept a weapon on or adjacent to LHA's

property in violation of M.G.L. c. 269, §10.

(e} has unlawfully possessed or used an explosive or incendiary device on or

=diacent to LHA's property or atherwise viclated M.G.L. c. 266, &8 101, 102, 102A
12B.

., nas unlawfully possessed, sold, or possessed with intent to distribute a class

m% B or C controlled substance, as defined in M.G.L. ¢c. 94C, §31, on or adjacent to

LHA'S property.
(g} has engaged in other criminal conduct which seriously threatened or endan-
gered the health or safety of any member of a tenant household, employee of

LHA, or any person fawfully on LHA's property.
{h) has engaged in behavior which would be cause for voiding this lease pur-
suant to the provisions of M.G.L. c¢. 139, §19.

(3) in the event LHA has reason to believe that a guest of Tenant or a guest
of another household member has engaged in any of the behavior listed in para-
graph (2) and that Tenant knew beforehand or should have known beforehand
that there was a reasonable possibility that the guest would engage in miscon-
duct.

(F) Procedure ata Grievance Hearing on Lease Termination

A written request for a grievance hearing shall be made by Tenant to the
LHA within seven (7) days after notice of termination of lease has been given to
Tenant. The grievance hearing shall be held pursuant to LHA's grievance proce-
dure.

LHA shall schedule a grievance hearing within thirty (30} days from receipt
of the request for a hearing and at least fifteen (15) days prior to the date of ter-
mination set out in the notice of termination. Reasonable notice shall be given to
Tenant.

In cases where Tenant has properly requested a grievance hearing, LHA
shall not institute an action for summary process pending the hearing and a
decision in LHA's favor or other disposition without a decision on the merits.

At the grievance hearing any additional reason for termination of the lease,
which arose subsequent to the date of the notice of termination of lease, shall be
considered so long as LHA gives Tenant written notice of the additional reason,
not less than three (3) days before the hearing or, if a reason for eviction shall
have arisen within such three (3) day period, a subsequent session of the hear-
ing may be scheduled on not less than three (3) days notice to consider such
additional reason.

(G) Summary Process Court Actions

If a grievance hearing is not required or is not requested, after the expiration
of the deadline in the notice of termination of lease or notice to quit, if Tenant
and Tenant's household members have failed to vacate, LHA may institute an
action for summary process or other appropriate judicial action. If the decision
following a grievance hearing is in LHA's favor or if there is a disposition without
a decision on the merits and the deadline in the notice of termination of lease or
notice to quit has expired but Tenant or any of Tenant's household members has
failed to vacate, LHA may institute an action for summary process or other
appropriate judicial action.

Section XI. DELETION OF A HOUSEHOLD MEMBER FROM THE LEASE

Tenant may delete a household member named in Section | of this lease or
in a lease addendum by a written lease addendum signed by Tenant and LHA. In
the event that the conduct of a household member is such as to constitute cause
for termination of the lease under Section X, but LHA in its sole discretion deter-
mines that eviction of Tenant is not required so fong as the mishehaving house-
hold member ceases occupancy in the leased premises, LHA may request that
Tenant delete the household member as a person authorized to live in the leased
premises. A request by LHA for deletion shall specify the reason why deletion is
requested. Notwithstanding a request to delete a household member, LHA may
issue a notice of termination of lease on account of the same conduct of the
household member about which a request for deletion is made. In the eventa
household member has heen deleted at the request of LHA, Tenant shall not per-
mit such person to be a guest thereafter.

Section XH. ADDITION OF A HOUSEHOLD MEMBER TO LEASE
LHA Approval of an Additional Member Required Prior to Occupancy

Before any person not named in this lease may be added as a household
member, Tenant and the person involved shall have applied in writing to LHA for
approval of a household including such person and LHA shall have approved the
application. The enlarged household shall meet all applicable eligibility require-
ments for a household initially applying for housing except income shall be with-
in the limit for continued occupancy. Before approving a household including an
additional person age ten (10) or older as a member LHA shall screen him or her
as an applicant for public housing and shall determine him or her to be qualified.
Upon such approval, Tenant and LHA shall sign a new lease or a written lease
addendum naming the person as an additional household member. Unless and
until a new lease or a written lease addendum has been signed, the person
applying to be added as a household member, shall not occupy the leased prem-
ises except under the restrictions applicable to guests. In the event of the birth
of a child to Tenant or a household member, LHA shall approve an enlarged
household including any such child. Except as may be permitted by applicable
state regulations or by other applicable law or authorization, the leased premises
shall be of appropriate unit size for the household including the additional per-
son. In no event shall Tenant’s household exceed the maximum number of ocou-
pants permissible for the leased premises under the provisions of the State
Sanitary Code.



an officer or employee of LHA or any other person.
{1} Maintaining Clean and Sanitary Condition of Leased premises
To keep (and to cause each household member and guest to keep) the

leased premises in a clean and sanitary condition and promptly to remedy any
lack of cleanliness or lack of sanitary condition, Tenant shall not create any con-
dition which is likely to attract rodents or insects, to cause offensive odars, or to
endanger the health of any person. Tenant and household members shall comply
with all applicable obligations imposed upon them by the State Sanitary Code.
(J) Disposal of Garbage and Trash

To dispose (and to cause each household member and guest to dispose) of
all garbage, trash and refuse properly in accordance with rules established by
LHA and in compliance with state and local law. Prior to disposal Tenant shall
keep garbage, trash and refuse in secure bags or containers in a manner which
will not attract rodents or insects or cause offensive odars.
(K} Maintaining Safe Condition of Leased Premises

To keep {and cause each household member and guest to keep) the leased
premises in safe condition. There shall be no storage of lammable liguids or
hazardous substances in the leased premises or elsewhere on LHA's property,
unless such liquids or substances are normal household items and are properly
stored. No hazardous waste of any sort shall be stored in the leased premises,
and all hazardous waste, including used motor oil, shall be properly disposed of
by the Tenant.
(L) Use and Care of Plumbing and Other Utility Services

To use (and to cause each household member and guest to use) the plumb-
ing fixtures and plumbing and all other utility services properly and solely for
their intended uses; not to dispose (and to cause each household member and
guest not to dispose} of any oil, hazardous wastes, garbage (excepting garbage
processed through a garbage disposal), or trash through the drains or the toilet.
Tenant, household members and guests shall not tamper with or attempt repairs
to the wiring, gas fines or plumbing and shall not overload electrical circuits or
extension cords. All lamps and electrical appliances belonging to Tenant or a
household member shall be properly wired. In the event electrical, gas or
plumbing repairs to the leased premises shall be necessary, Tenant shall not
attempt such repairs but shall immediately notify LHA about the need for repairs.
Tenant, household members, and guests shall use any elevator and any common
appliance properly.
{M) Damage

To refrain from damaging (and to cause each household member and guest
to refrain from damaging) the leased premises or any other property of LHA, In
the event damage occurs Tenant shall promptly notify LHA about the damage
and the cause of the damage.

To pay the cost of labor and materials reasonably necessary to repair or
replace property of LHA lost, removed, damaged or destroyed by the negligence
or the intentional act of Tenant, other household member or guest; to pay all
costs resulting from misuse of the plumbing or other utility service or from mis-
use of an elevator or a common appliance; and to make such payment within
thirty (30) days following Tenant's receipt of an itemized bill from LHA, which may
post a list of reasonable standard charges for repair of damage.

{0) Pets Palicy

Not to keep any pets or other animals and not to permit pets or other animals
to be kept in the leased premises or elsewhere on LHA property on a temporary
or permanent basis, excepting reasonably quiet birds in cages or fish in tanks,
without the written permission of LHA in accordance with its rules or policies.
(P} Major Appliances and Heavy Items

Not to install or operate any major appliances (such as washers, dryers, air
conditioners or freezers) or any heavy items {such as waterbeds) without the
prior written approval of LHA in accordance with any applicable rules or poli-
cies.

{Q) Rules, Policies and Requlations

To comply with the rules and palicies {and to cause each household member
and each guest to comply with the rules and policies) established by LHA for the
housing development of which the leased premises are a part pursuant to
Section XX; and to comply with applicable regulations of the Department.

(R} Alterations to the Leased Premises

To make (and to cause each household member or guest to make) no alter-
ations or additions to the interior of the leased premises or to the exterior of the
building containing the leased premises or to the grounds without the prior writ-
ten approval of LHA. An approved alteration or addition which cannot be
removed without damage to the leased premises, building or grounds shall not
be removed and shall become the property of LHA at the time when Tenant
vacates, unless Tenant shall first have deposited with LHA sufficient funds to pay
for any damage resulting from removal and shall have received the written con-
sent of LHA to the removal.

(S) Guests
To oversee and supervise the conduct of alf guests of Tenant and other

household members and to permit overnight guests only in accordance with and
subject to the provisions of Section V(B).
(T) Use and Occupancy of the Leased Premises

To use and occupy the leased premises only in accordance with the provi-
sions set out in Section V.
{U) Vacating the Leased Premises

To vacate promptly upon termination of the lease and to leave the leased
premises clean, free of garbage and trash and in as good a condition as exic .
at the time of commencement of the lease or at the time of a subsequent moeas
ernization, normal wear and tear, excluded.
(V) Smoke Detectors

To keep all smoke detectors in the leased premises unobstructed at all
times; not to tamper with or render inoperable any smoke detector, heat detector,
sprinkler, or any part of a fire detection or fire prevention system {including the
removal of the battery from a battery-operated smoke detector) on LHA's proper-
ty; and to notify LHA immediately of the malfunction or inaperabhility of any smoke
detector in the leased premises; to replace uncharged batteries in any battery-
operated smoke detector as necessary to maintain its operation or to notify LHA
immediately of the need for such replacement.
(W) Access to the Leased premises

To permit access to the leased premises by LHA as provided in Section XV
and not to replace, add or rekey any locks.
{X) Payment of Constable Costs and Court Filing Fees

To pay the expenses incurred by LHA as a result of Tenant’s breach of any
term of this lease, including filing fees, constable costs, and moving and storage
costs in eviction actions commenced on account of any such breach.
{Y) Wage, Tax and Bank Match; Social Security Numbers

To participate and cause household members to participate in any wage, tax,
and/or bank match system required by the Department and permissible under
law and to provide upon request the information and authorizations necessary
for such a wage, tax, and/or bank match. Subject to any applicable law, to pro-
vide and to cause each other adult household member to provide LHA with his or
her social security number, and to authorize use of such social security number
for use by LHA for verification of income and assets of the household through
the Massachusetts Department of Revenue's integrated tax, wage reporting, and
bank match systems or similar means of verification.

Section X. TERMINATION OR VOIDING OF LEASE
(A} Termination by Tenant

This lease may be terminated by Tenant at any time by giving thirty (30) ¢
advance written notice to LHA. g
(B} Voiding by LHA

This lease and occupancy of the leased premises by Tenant and Tenant's
household members may be annulled and made void by LHA for any of the rea-
sons set outin M.G.L. . 139 §19. In the event that grounds shall exist for so void-
ing the lease and in the event LHA shall determine to use the procedure set out
in M.G.L. c. 139 819, LHA shall give to Tenant a written notice of voiding lease,
which shall state the reason for voiding the lease, prior to LHA's seeking an
injunction or execution for possession in court. There shall he no grievance
hearing prior to the court proceeding.

(C) Termination by LHA

This lease and occupancy of the leased premises by Tenant and Tenant's
household members may be terminated by LHA for any of the following reasons:

{1 Tenant's failure to make timely payment of rent in violation of Sections H
{A) and IV.

{2) Breach or violation by Tenant, a household member, or guest of any of the
occupancy obligations and restrictions set out in Sections | and V.

(3) Criminal conduct, threats, harassment, or nuisance by Tenant, a house-
hold member, on LHA's property, including the leased premises, or in its vicinity,
in violation of Section IX (E} and (F). This criminal conductincludes but is not
limited to the criminal conduct described in Section X {E){2) and (3).

(4) Commission of a serious crime involving violence against another person
by Tenant or by a household member, even if not on LHA property or its vicinity,
at any time while the lease is in effect, in violation of Section IX{G).

(5) The conduct of a guest, including a guest of a household member, if the
conduct of the guest in the leased premises or on LHA property violates the pro-
visions of this lease and the conduct would be grounds for termination of the
lease if committed by Tenant and if the Tenant knew beforehand or should have
known beforehand that the guest would engage in misconduct or if Tenant failed
to take reasonable steps to supervise the guest.

(6) In the event that Tenant has knowledge of a court order barring a per
from the leased premises or fram LHA property, or in the event a household
member has been deleted from the lease by Tenant at the request of LHA, th
Tenant's failure to take all necessary steps to exclude the person from the g’
leased premises.

{7) Income which exceeds the maximum allowable for a household under
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PHN 2025-13

To: All LHA Executive Directors

From: Fatima Razzaq, Acting Director Division of Public Housing
Re: Amendments to 760 CMR 5.00 Effective 9/26/25

Date: September 29, 2025

Amendments to 760 CMR 5.00: Eligibility and Selection Criteria effective September 26, 2025.
These amendments largely codify the regulatory changes currently in effect pursuant to
EOHLC'’s regulatory waivers allowing for centralized screening of applicant claimed priorities and
preferences. A summary of the regulatory changes is below and a copy of the amended
regulation is attached to this PHN.

Please note that some of the regulatory changes outlined below authorize future EOHLC
actions. As these changes are implemented, EOHLC will issue specific guidance to LHAs.

SUMMARY OF AMENDMENTS

1. Amendments Related to Centralized Screening of Applicant Claimed Priorities and
Preferences:

Since 2023, the Centralized Screening Office (CSO), operated by Archipelago Strategies Group
(ASG), has made all priority/preference eligibility determinations pursuant to an EOHLC
regulatory waiver. The amendments to 760 CMR 5.00 largely codify this existing practice. A new
definition of “Centralized Screening Office (CSO)” was added to 760 CMR 5.03 and the
regulation was amended throughout to explain the CSO’s role in the tenant selection process.

2. New Definition of “Adult Caretaker”:

A new definition of “Adult Caretaker” was added to 760 CMR 5.03 and a corresponding change
was made to the definition of “Family (Household)” to clarify that an Adult Caretaker may qualify
to be a remaining household member if screened and approved by an LHA in accordance with
760 CMR 5.08.

3. Amendments to Definition of “Homeless Applicant”:

Previously, 760 CMR 5.03 contained a single definition of “Homeless Applicant” which applied to
all claimed homeless priorities. The amendments eliminate the general definition of “Homeless
-~ Applicant” and replace it with the following definitions:
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Homeless Applicant Displaced by Natural Forces;

Homeless Applicant Displaced by Public Action (Sanitary Code Violations);
Homeless Applicant Displaced by Public Action (Urban Renewal); and

d. Other Priority situations are described in the Housing Situation Priority Policy.

0T

By breaking the Homeless Applicant definition into separate definitions, the regulation provides a
clearer explanation of what is required for Homeless Applicants claiming any of the first three
priorities.

4. New Definition of “Housing Situation Priority Policy”:

Previously, 760 CMR 5.00 did not contain a definition of “Housing Situation Priority Policy”.
Because the regulation refers to Housing Situation Priority Policy throughout, a new definition
was added.

5. Amendments to the Definition of “Local Resident”:

The definition of “Local Resident” contained in 760 CMR 5.03 was amended to replace reference
to an undefined “principal residence” with the regulatorily defined “Primary Residence”.
Additionally, the definition previously required a homeless applicant be determined homeless in
order to select a community for local resident preference. The definition has been amended to
allow an applicant who has claimed any of the four homeless priorities to select a community
for local resident preference.

6. Amendment to the Definition of “Primary Residence”:

The definition of “Primary Residence contained in 760 CMR 5.03 was amended for clarity. It now
reads:

Primary Residence. A home (domicile) that all members of a household occupied with the
intent to remain indefinitely or, at a minimum_ for nine months.

7. Amendment to 760 5.05(1) regarding LHA Language and Disability Access Requirements:

760 CMR 5.05(1) was amended to reiterate LHAS’ responsibilities in providing language and
disability access to applicants.

8. Amendment to 760 CMR 5.05(2) regarding Application Changes:

760 CMR 5.05(2) was amended to allow applicants to make application changes with the CSO
or LHAs via telephone or email.

9. The requlation at 760 CMR 5.05(3) Sets a Maximum of 25 Housing Selections:

A new provision in the regulation was added at 760 CMR 5.05(3) that limits each applicant to 25
or fewer active housing selections on their application. The regulation allows EOHLC to raise
this maximum at its election. The maximum does not apply to MRVP or AHVP.






25 or fewer active housing selections refers to the number of LHAs selected, not programs
selected at LHAs. This provision will be implemented after pending CHAMP modifications.

EOHLC will notify LHAs.

10. The requlation at 760 CMR 5.09(3) Sets a Limit on Priority Claims:

A new provision in the regulation was added at 760 CMR 5.09(3) that limits each applicant to
claiming no more than two priorities. The regulation allows EOHLC to specify additional
circumstances in which an applicant may request to claim additional priorities. For purposes of
the limitation, each of the three subcategories of Priority 4 (i.e., Court Ordered Eviction, Severe
Medical Emergency, Abusive Situation) count as distinct priorities. The new regulation also
allows the CSO, with the consent of an applicant, to change an applicant’s claimed priorities if
the CSO determines that a priority category claimed by the applicant is not the highest
appropriate category for which the applicant may be eligible. This provision will be implemented
after pending CHAMP modifications. EOHLC will notify LHAs.

11.Amendment to 760 CMR 5.10(4)(a) Increasing Time Period for Applicant to Accept Unit
Offer:

760 CMR 5.10(4)(a) was amended to increase the time an applicant has to accept a unit offer
from seven to ten days.

12. Amendment to 760 CMR 5.10(4)(b) Regarding Failure of Applicant to Respond to Unit
Offer:

Previously, an applicant was only removed from all waiting lists if they failed to accept three unit
offers in a five year period. 760 CMR 5.10(4)(b) was amended so that an applicant who fails to
respond to three unit offers in five years is removed from all waiting lists. This provision will be
implemented after pending CHAMP modifications. EOHLC will notify LHAs.

13. The “requlation at 760 CMR 5.12(5) Allows EOHLC to Set Verification Timelines:

A new provision to the regulation was added at 760 CMR 5.12(5) that allows EOHLC to issue
guidance setting timelines for applicant responses and completing verification.

14. Amendment to 760 CMR 5.13(4) Allowing Applicants to Request EOHLC Review by
Email:

Previously, the regulation at 760 CMR 5.13(4) directed applicants to request EOHLC review of
tenant selection decisions by mail. The regulation was amended to allow applicants to request
EOHLC review via email.

15. Amendment to 760 CMR 5.14(1) Streamlining the Removal of Applicants from Waitlists:

760 CMR 5.15(1) was amended so that applicants who have not contacted an LHA or the CSO
or logged into CHAMP for two years will have their application made inactive if they fail to
respond to EOHLC correspondence within thirty days. If an applieant's application is made
inactive, the applicant can have their application restored to waiting lists, in the same position it






would have been but for the application being made inactive, if they contact an LHA, the CSO, or

log into CHAMP.

16. Modernizing Language/Housekeeping Edits:

EOHLC used the regulatory amendment process as an opportunity to modernize some of the
language used in the regulation:

references to “the department” were replaced with “EOHLC”;

references to “sex” were replaced with “gender”;

references to “handicap” were replaced with “disability”;

certain defined words that were not capitalized were capitalized for consistency; and
an outdated term was removed from 760 CMR 5.07(3).






The tenant shall not waste nor unreasonably use water or el

Manchester Housing Authority, Inc.

RULES AND REGULATIONS
APPLICABLE TO OCCUPANCY OF DWELLING UNITS

667 Program and 705 Program

PURSUANT TO DWELLING LEASE SECTION 3G

The tenant and members of his/her houshold, and guests shall comply with

- all laws and Town ordinances affecting the use or occupation.of the premises:

and with all rules or regulations now or hereafter adopted by the management
for the safety, comfort, and welfare of the occupants of the development, in
conformance with EOCD Tenant Participation Regulations currently in effect.

ectricity. No
car washing is allowed. -

The tenant shall, at all times, keep the apartment in a clean and sanitary
condition.

The tenant shall comply with reasonable directions of the management concerning
the maintenance of grounds adjacent to the leased dwelling. In any event, it
shall be the prime responsibility of the tenant: (1) to:maintain in a clean »
and orderly manner the gounds adjacent to his/her dwelling: (2) not to construct
fences on. the property without the approval of management: (3) not to store
business—relatéd'equipment (lobster traps, boats, .etc.) on the grounds adjacent
to his/her dwelling: (4) not to construct storage sheds, etc. on the property
without the approval.of management: (5) to keep clean from snow or ice the

front, side and rear walks, ‘steps, porches of his dwelling and the parking

area.  This shall be done in such a manmer as not to interfere with others
who are-under the same obligation. " This provision shail not apply to elderly’
developments or any household whose sole member is elderly or disabled/needing

special appliances and/or wheelchair.

The tenant shall install no new locks without the consent of the management.
Duplicate keys to the locks of all exterior doors shall be securely kept at the

" management office.

‘The tenant .shall be held strictly responsible if by théir own negligence, for

any loss or damage to another dwelling, as well as his/her own, resulting from
the overflow of toilets,; sinks, bath tubs or lavatqries in his/her dwelling.

The tenant shall take every due precaution to prevent fires; and he/she shall
store no quantity of flammable materials, in or about the premises, that would
create a fire hazard. At no time shall the tenant store flammable materials of
any description in the cellar -space. No additional of electrical wiring'

to be done by tenants and/or contractors engaged by tenants without approval
by management and inspection by the wiring inspector, Town of Manchester.

‘Tenants are not to use outdoor grills on porches.

Sidewalks and passages or porches shall not be obstructed nor be used for any

‘purpose other than ingress to, or egress from dwellings. Except as herein-

after expressly provided otherwise, there shall be no obstruction of the
common areas or common facilities, nor shall anything be stored in the common
areas or common facilities except in designated trash storage areas, nor shall
common areas or common facilities be used for the general storage of personal
property. '







10.

11,

12,

No tenant may cause or permit anything to be painted, stained, chalked,
charcoaled, crayoned, pastelled, water colored or any coloring applied to

a glass surface or any window visible from the exterior of any unit, or on
any exterilor wall of any building or exterior surface of any wall or door
of any unit, or upon any surface of any common area. No tenant may, without
the prior written approval of management, affix any sign, awning, canopy,
shutter, window guard, ventilator, fan or any other object to any window

of any unit or decorate any exterior surface of any dwelling unit or any
surface of any common area.

Notwithstanding the foregoing, any tenant may, without the prior written
approval of management, affix to any window a sticker, not larger than
three square inches, indicating to fire or rescue personnel the presence
of a child or disabled person in the case of fire or a sticker indicating
that person within the unit has been marked for identification, or any.
other public safety or crime prevention sticker. - '

No adhesives shall be used in laying carpets, rugs or linoleum on the

floors of the tenant's dwelling unit. No nails, bolts, or screws shall be
placed in the walls, floors, or trim in the premises; and no wall covering shall
be placed on the walls, except of such type and in such mannér be approved,

in writing, by management. ' :

Plumbing and electrical fixtures shall not be used for any‘purpoges other
than those for which they were designed. :

No aerial wires of any description or television antemnas shall be installed
on thebuildings or in the yards. Central antenna have been provided by

‘management. No changes-affecting the appearance of the exterior of any
" buildings or unit, including the "exclusive common areas" of any unit shall

be made without the prior written consent of the management.

Automobiles registered to the tenants shall be parked in designated parking
areas for residents. No unregistered automobiles shall be stored in parking
areas.

Charges may be incurred on various ditems (lockouts, replacement of glass,
screens, keys, etc. and charges for work on apartments due to negligence

of tenants). Such charges are subject to change, and the tenant organization

_will be-pnotified in writing pursuant to Section 7.2 of the Tenant Regulations.)

To avoid damage to the heating and plumbing systems during cold weather, the

tenant shall notify the management at least twenty-four (24) hours in advance

of the time heat is to be discontinued in the dwelling: and the tenant shall
maintain heat therein until such time as the management, or its representative,
has given assurance that the heat may be discontinued.

Damage by fire or accident affecting the unit, common areas, or common
facilities or the liability of the tenants, or ‘the authority, will be promptly
reported to the authority immediately following the occurence thereof.

The tenant shall be strictly responsible for compliance with all Town
ordinances and other Town regulations applicable to the method of disposal

of trash and garbage. The tenants shall comply with and conform to all
applicable laws and regulations of the Town of Manchester and shall indemnify
and hold the Manchester Housing Authority, Inc. harmless from all fines and
penalties, costs and prosecutions for the violation thereof or non—compliance
therewith.

Any consent or approval given under these rules and regulations may be added to
amended, or revoked at any time with reasonable cause.
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LDanC ese Housing Authority

Abandoned Unit Policy

When some evidence exists which indicates that a tenant may have abandoned his or her unit, the
LHA will take the following steps:

Step 1

Staff will conduct a thorough investigation and create a written list of evidence which tends to
indicate the unit has been abandoned.

Examples:
—tenant stated orally or in writing that they were moving, but never turned in the key

—-tenant told a neighbor that a move was planned for a specific day or weekend
—tenant told a neighbor that a transfer to a nursing home or other facility was planned
——unit telephone service or utilities (other than cable) have been disconnected
--neighbor(s) observed tenant packing up a moving truck

--neighbors have noticed that all normal apartment activities have ceased

_letter carrier or postal worker indicates that tenant has filed a change of address

Step 2

The Director will contact the Regional Attorney to discuss the list of evidence.

Step 3

If the Director and Attorney agree that enough pieces of evidence exists to suggest the tenant
might have abandoned the property, the director and at least one additional staff member will
knock on the tenant’s door. If no one responds, LHA staff will open the door.

Step 4

I the unit appears to be occupied, staff will exit immediately and lock the door.

Step 8

If the unit appears to have been abandoned, the LHA staff will create a detailed inventory of
what they observe in the unit. Findings will be written for the file. Pictures will be taken if
possible, especially if there is damage to the unit.

Step 6

The Director and Regional Attorney will discuss the findings. If most objects still present in thc

unit reasonably appear to be trash, if there is no food (or food is spoiled), if the clothing,
bathroom supplies and beds are gone, and the Director and Attorney agree that the most likely

.....



scenario is that the tenants have permanently left the apartment, the unit will be declared
abandoned.

Step 7

The Director will draft a memo to the tenant’s file (with a copy to the Attorney) listing each and
every piece of evidence which tends to show that the unit has been abandoned.

Step 8
Staff will immediately order locks changed and otherwise secure the premises.
Step 9

If any items of value remain in the unit after locks are changed, the Director will discuss proper
disposal with the Regional Attorney.

Step 10

If only trash remains in the unit, all items will be placed in the LHA dumpster.

Adopted; 1\’( i 2019

/




MEMORANDUM

TO: The File

FROM: , Executive Director, Housing Authority
DATE:

RE: Abandoned Unit at (list address)
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[ have determined that abandoned her unit at

on or around based on the following evidence:

1. On a 14 day Notice to Quit was served to . She
told me she would have everything out of her apartment by . Tasked her

to drop the keys off in office.

2. On there were no keys in the office, so the maintenance man and I
went over to the apartment, knocked on the door, and when no one answered, I unlocked
the door and looked in. The room looked mostly empty, and so we entered.

3. Inside, we found a small kitchen table, a chair in the living room, and trash strewn
around the apartment.

4, The tenant had purchased her own refrigerator, and it was gone.

5. There were no beds in the bedrooms, and almost all of the clothing was gone.

6. There were no utilities in the bathroom.

7. An inventory of the items left in the apartment is attached to this memo. Most of

the items left in the unit are damaged or appear heavily soiled.

8. Upon returning to the office I called the electric company and found that the
electricity had been turned off by the tenant on . and had automatically
reverted to the authority’s name.

6. The next door neighbor, , called the office on , and
reported seeing moving boxes onto a UHaul truck on
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MANCHESTER HOUSING AUTHORITY
SNOW POLICY

Snow Procedures for, The Plains/Newport Park
All vehicles must be parked in assigned parking spaces ONLY during snow events.

During the winter season there will be NO PARKING ALLOWED in the Visitors parking area
overnight when there is a forecast of SNOW.

No parking is ever allowed in a NO parking area. You will be TOWED if you PARK in these
areas.

PLEASE Do not come out to move your vehicle during the snow removal period.

Tenants are to stay indoors when the large plow trucks and heavy equipment are clearing snow in
your development. Do not all come out at the same time wait until you are given an all clear.

AFTER the storm is over, or when the plowing is complete you can then clear off your
vehicle and move it. When your parking space is empty, and only then will the plows be able to
clear the snow from the parking areas.

To have snow clearing done timely and efficiently you will be given an all clear when the plow
and heavy equipment is ready for you to move your vehicles to clear your parking spaces.

The Plow will not wait on anyone that is not ready to have their parking space cleared. If you
miss the opportunity it will be up to each individual to clear off their vehicle or to make
arrangements to have someone clear off their car and shovel their parking space out.

YOU will be responsible for the cleaning off your own vehicles after each snowstorm and
your parking space if it had not been done in time for the workers clear the area.

If you have any questions call the office Not Maintenance staff.
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" INCOME ASSET WAGE MATCH POLICY
FOR STATE-AIDED HOUSING = =

This Wage Match Policy applies (o all administrative employees of the Manchester Housing Authority who
are responsible for the management of state housing program tenants, including tenants in conventional
housing, MRVP and AHVP. All Massachusetts housing authorities and non-profit agencies that administer
state-funded housing programs must participate in the Wage Match Program. The pertinent law and
regulations can be found at section 3 of M.G.L. ¢. 62E and 760 CMR 6.00.

The Wage Match system information is exchanged via the statewide network. The housing authority will
transmit date via the internet Wage Match System to the Department of Housing and Community
Development (DHCD) who will then transmit the data to the Department of Revenue (DOR). DOR will
match the data against its wage reporting files, provide the information to DHCD, and in turn DHCD will
forward the information to the housing authority. The housing authority will review the data to determine
whether income reported by tenants for determining rent is correct.

The housing authority shall conduct wage match for every adult member (aged 18 and over) of the tenant
household residing in state housing programs. Tenants must be informed about the wage match program
and must authorize the usc of their Social Security numbers for the program.

Because the housing authority will have access to “personal data” as defined by M.G.L. ¢.66A, the housing
authority will cnsure confidentiality of information requested and received through the wage match system.
The housing authority is subject to and must comply with all applicable laws and regulations relating to
confidentiality and privacy, including but not limited to M.G.L. ¢. 62E, M.G.L. c. 66A and 760 CMR 4.00.
The Executive Director is responsible for ensuring that the employee(s) understand the serious nature of any
misuse of the system or the information obtained. The Executive Director, the Housing Manager and the
Director of Leased Housing Administrative will be authorized to request and receive information provided

through the Wage Match system.

The Wage Match information is accessed through the DHCD Applications Web Site. Authorization to
aceesy the information may only be given 1o employees by the Exccutive Director who is the securily
administrator. Information received will only be used to verify income and assets. The information will be
kept in a secure manner in the tenant’s file which is kept in a locked file cabinet. The offices are also locked

and the alarm system is connected to the police department.

The Manchester Housing Authority will notify DHCD immediately both orally and in writing if any personal
data is improperly used and accessed. The Manchester Housing Authority will cooperate with DHCD to
enjoin or prevent misuse of, regain possession of, or otherwise protect the data.

Identifying Cases of Income Discrepancy
The MHA will compare income and asset infrrmation reported by members of a tenant household with wage

reporting information provided by DOR. The MHA will use its best judgment to identify cases where there is
a discrepancy of ten percent or greater. This ten percent figure triggers a rent re-determination under 760
CMR 6.00 and 760 CMR 49.00.

When the MHA believes a tenant probably has income that exceeds this ten percent threshold, the MHA will
ask the tenant to explain the difference at meetings with housing authority.

Meetings/Hearing Process

The MHA shall provide the tenani with an opportunity 1o explain the discrepancy.
I. The tenant will be requested in writing (o attend a meeting at the housing agency. The letter must
state the purpose of the meeting and contain the information from DOR that will be discussed. The
fetter will ask the tenant to call the housing agency to arrange for a mutually agreeable time.



2. 1f the tenant does not contact the MHA, the housing agency will make a reasonable effort to set up
has been arranged with the tenant after three weeks from the date of the

the meeting. [f no meeung t
notification letter, the housing agency will proceed to notify the tenant of his or her right to request a

Grievance Hearing [See Step 5].

3. At the meeting, the housing agency director ot his or her designee will discuss the information
obtained from DOR concerning the tenant's wages and haw it might atfect the tenant’s rent or

fit be grounds for the tenant’s eviction or termination. Uhe tenant will be
seome information, documentation, or
on received from DOR is incorrect. The

voucher amount. or mig
given three weeks from the date of this meeting to provide o
other evidence that shows why the wage reporting informati
WHA will evaluate all information provided by the tenant.

4. The MHA will then send a letter notifying the tenant of the action it will take, if any. If adverse
action will be taken (i.e., increased rent, ternmination, or eviction), the housing agency will ask the
tenant to attend an additional meeting. The letter will state clearly how the tenant is to schedule this
meeting and the deadline for doing so. This meeting should be held within three weeks of the date of
the letter. Any adverse action the MHA plans to rake shall commence following this meeting. if one
is held, or at the end of the three-week period, if the tenant does not schedule or attend a meeting.

5. Tenants who feel aggrieved because of adverse action taken by an MHA are entitled to a grievance
hearing according to pracedures outlined in 760 CMR 6.08 for state housing tenants and 760 CMR
49.10 for voucher holders (which refers to the process outlined in 760 CMR 6.08).

Reporting Adverse Actions to DHCD

The MHA must report to DHCD any adverse actions they take for each tenant. such as gvictions or
termination proceedings. rent increases, or rent repayment arrangements. These cases should be reported on
the attached form. It is not necessary to report cases that are investigated but are cleared.

Aduoptad: September 158. 2020



MANCHESTER HOUSING AUTHORITY

The Plains PO Box 608 Manchester, MA 01944

978 526-1850

Irene Frontiero, Executive Director

Income/Asset/Tax Match Authorization
(All adult members of the household must sign this form)

I have read the attached letter and authorize the use of my Social Security number for the purpose
described.

Please return this form no later than

[f there are more than four adults in

your household, please continue on the back of this form.

Head of Household

Social Security Number:

Name (Please Print):

Signature:

Other adult (aged 18 and over) household members

1.

L2

Social Security Number:

Name (please print):

Signature:

Social Security Number:

Name (please print):

Signature:

Social Security Number:

Name (please print):

Signature:

Social Security Number:

Name (please print):

Signature:

Attachment B






MANCHESTER HOUSING AUTHORITY

The Plains PO Box 608 Manchester, MA 01944
978 526-1850

Irene Frontiero, Executive Director

5. Social Security Number:

Name (please print):

Signature:

her It (ag il r) household member: ntin

6. Social Security Number:

Name (please print):

Signature:

7. Social Security Number:

Name (please print):

Signature:

8. Social Security Number:

Name (please print):

Signature:

Attachment B






EXECUTIVE DIRECTOR/BOARD APPROVAL
(Sl(}\ AND RETURN THIS DOCUMENT TO DHCD, ALONG WITH A LIST OF ALL EMPLOYEES AUTHORIZED TO REQUEST
AND RECEIVE INFORMATION PROVIDED THROUGH WAGE MATCH)

Executive Director/Board Approval

Your signature below will indicate that you have read and thoroughly understand the contents of
Public Housing Notice 2019-16. It will also indicate that all authorized employees at your
housing authority have read and signed the attached “Acknowledgement Regarding
Confidentiality of the Department of Revenue’s Information & DOR Disclosure and Security
Training for Safeguarding Information,” and that your authority has these signed
acknowledgements on file. Please note that the Acknowledgements include a summary of the
law and other information.

After Board Approval, please have the Executive Director, as well as the Chairperson of the
Housing Authority Board sign on the appropriate lines below, and scan/return to DHCD, within
forty-five (45) days of the date of this Public Housing Notice (PHN) to Michael Chow, Auditor,
Bureau of Housing Management, at Michael.Chow @ Mass.Goyv, along with a list of all
employees that are authorized to request and receive information provided through Wage
Match.

[f'you have any questions about the Wage Match System. please call Michael Chow of the Bureau
of Housing Management at (617) 573-1201.

-

— P han
ﬂEx cutive Dlr tor
m &ZZ/) Housing Authority

(\f ame of Housing Authority)

L b (/ //U(K

Chalrman Board of Commissioners

DLy e [0 D0

Date

Attachment D












Commonwealth of Massachusetts
DEPARTMENT ofF HOUSING &
COMMUNITY DEVELOPMENT

Maura T. Healey, Governor 4 Kimberly Driscoll, Lieutenant Governor 4 Jennifer D. Maddox Undersecretary

Public Housing Notice: 2023-03
To: All Local Housing Authority Executive Directors
From: Christine A. DeVore, Director, Bureau of Housing Management
Date: March 16, 2023

RE: Wage Match for State Housing Program Tenants

Wage Match must be conducted for state housing program tenants, including tenants in conventional
housing, MRVP and AHVP, for every adult member (aged 18 and over) of the tenant household residing in
state housing programs. All Massachusetts housing authorities and non-profit agencies that administer state-
funded housing programs must participate in the Wage Match program, which was firstimplemented in 2004.
The pertinent law and regulations can be found at M.G.L. ¢. 62E, M.G.L. c. 66A, 760 CMR 6.00 and 801 CMR
3.00.

Because LHAs and Non-Profits, through this system, have access to “personal data” as defined by M.G.L. c.
66A, LHAs and Non-Profits must ensure the confidentiality of information requested and received through
the wage match system. As such, LHAs are subject to and must comply with all applicable laws and regulations
relating to confidentiality and privacy, including but not limited to M.G.L. ¢. 62E, M.G. L. ¢. 66A, 760 CMR 4.00
and 801 CMR 3.00. Any unauthorized disclosure of wage reporting information will result in the immediate
termination of your LHA's or Non-Profit’s authorization to receive such information. As a holder of personal
data, an unauthorized disclosure of wage reporting information may subject your LHA or Non-Profit to
payment of monetary damages. In addition, an unauthorized release of wage reporting information may
subject your employees to a fine.

As part of an Interdepartmental Service Agreement (ISA) between the Massachusetts Department of Revenue
(DOR) and the Massachusetts Department of Housing and Community Development (DHCD), DHCD is
authorized to receive wage reporting information from DOR pursuant to M.G.L. c. 62E, § 3. We are required,
on a periodic basis, to provide information about the wage match system. Further, we must ensure that LHAs
and Non-Profits are informed of the confidentiality requirements and penalties for non-compliance.

The wage match processing occurs between the local housing authorities (LHAs) and the Massachusetts
Department of Revenue {DOR}, with DHCD as the pass-through agency. DHCD, as pass through of information
between an LHA and DOR, is responsible for making sure that LHAs adhere to the guidance, law and policies
that surround the use of the wage match system. A limited number of the LHAs responded to the required
annual certification collected by DHCD. We issue this notice to ensure that the system functions in accordance







with the DOR requirements and ensure 100% compliance with certification submission. DHCD through this
notice:
1) Reminds LHAs of the guidelines for use of Wage Match and restate an annual requirement to
complete the certification, and
2) Requests that all housing authorities submit the form: Executive Director/Board Approval
Regarding Wage Match, v2 updated 2023 (Attachment A). This form must be returned to DHCD
within 60 days of the issuance of this PHN.
3) Implements a new online submission requirement in the Fiscal Year End certifications for FY24
submitted via Housing Authority Financial Information System (HAFIS).

Guidelines for use of Wage Match and Annual Certification Reguirement
Public Housing Notice 2019-16: Wage Match for State Housing Program Tenants contains the full details
about the Wage Match program, including:
1) For Whom is Wage Match Conducted and Notification Process
2) Confidentiality and Controls
3) Procedures for Handling Cases of Income Discrepancy
a) Identifying Cases of Income Discrepancy
b) Meetings/Hearing Process
4) Reporting Adverse Actions to DHCD

And also include attachments:

A. Sample Letters to Tenants
Income/Asset/ Tax Match Authorization
Adverse Action Report to DHCD
Executive Director/Board Approval — replaced with updated form PHN 2023-03 Attachment A
Wage Match Acknowledgement Regarding confidentiality of Information
DOR Disclosure and Security Training for Safeguarding Information
a. DHCD Identifying and Safeguarding Information — Training
b. Executive Office of Housing and Economic Development Privacy and Information Security

Brochure

The PHN also stated that “commencing with FYE 2020 the Executive Director/Board Approval form will be a
required submission with your fiscal year-end reports, along with other required year-end submissions” (page
5). DHCD expected this submission at the same time as other FYE reports, this form was submitted separately
outside of HAFIS. Certain LHAs have not made these required submissions with their Fiscal Year End
documentation.

mmo o w

Submitting the certification: Executive Director/Board Approval Regarding Wage Match, v2 updated 2023
Attachment A, Executive Director/Board Approval Regarding Wage Match, indicates that the Executive
Director and Board have read and thoroughly understand the contents of this notice and the prior notice
(PHN 2019-16). It will also indicate that all authorized employees at your housing authority have read and
signed, PHN 2019-16 Attachment E, Wage Match Acknowledgement Regarding Confidentiality of the
Department of Revenue’s Information and PHN 2019-16 Attachment F, the DOR Disclosure and Security
Training for Safeguarding Information. Please note that the Acknowledgement & DOR Disclosure and Security
Training for Safeguarding Information include a summary of the law and other attachments.

Within sixty (60) days of the date of this Public Housing Notice (PHN), please return a sighed Attachment
A to DHCD via email attachment to DHCDLHAWageMatch@mass.gov. This form must include signatures of
the Executive Director and the Chairperson of the Housing Authority, as well as board extract showing vote







o,

of approval. The completed form must include a list of all LHA employees who authorized to request and
receive Wage Match information.

Online submission required, starting with FYE 6/30/2024

In addition to submitting the certification by email within 60 days as directed above, starting with the FYE
6/30/2024, LHAs must submit the certification: Executive Director/Board Approval Regarding Wage Match,
with all year-end certifications in Housing Authority Financial Information System (HAFIS). Going forward, the
Executive Director/Board Approval Regarding Wage Match will become part of the annual certifications
submissions in the Housing Authority Financial Information System (HAFIS).

We appreciate your cooperation and your efforts to protect the confidentiality of state housing program
tenants and accurately calculate rents. We hope that these new procedures will ensure continued
compliance with the Wage Match program, pursuant to our Interdepartmental Service Agreement (ISA).
Questions about the Wage Match system can be directed to Michael Chow, Auditor, at
Michael.chow@mass.gov.







Manchester Housing Authority, Inc.

Post Office Box 608
Manchester-by-the-Sea, Massachusetts 01944-0608
Tel: (978) 526-1850 Fax: (978) 526-1604

™ EXTRACTS OF MINUTES: EXTRACTS FROM THE MINUTES OF A REGULAR MEETING
OF THE PLAINS MANCHESTER HOUSING AUTHORITY
MANCHESTER, MA 01944

HELD ON: September 16, 2020

The members of the Manchester Housing Authority met in Regular session at the Chowder House, Tucks
Point in the Town of Manchester, Massachusetts, at 3:30 P.M. The meeting was called to order by the
Chairperson, and upon roll call, those present and absent were as follows.

PRESENT:

Gretchen Wood, Chair
John Kenney, Member
Beth Heisey, Member

Elaine Persons, Member
Nancy Hammond, State Appointee

Irene Frontiero Executive Director, Secretary

ABSENT: O

Motion was made by Beth Heisey to Approve the Wage Match Policy of Manchester Housing Authority,
the motion was seconded by Elaine Persons and upon roll call the “Ayes” and Nays” were as follows:

5 Ayes 0 Nays

The Chairperson thereupon declared said motion adopted.

l, duly appointed, qualified; and acting secretary of the Manchester Housing Authority do hereby certify
that on September 10, 2020, | filed, in the manner provided by M.G.L. c.30A sec.18-25, as amended,
with the Clerk of the town of Manchester a Notice of Meeting of which the foregoing is true and correct.

In Testimony whereof, | have hereunto set my hand and the seal of said Authority this
16™ day of September 16, 2020

Attest a true copy

Irene Frontiero

Executive Director and Secretary to the Board







EXECUTIVE DIRECTOR/BOARD ApPPROVAL REGARDING WAGE MATCH, v2
(SIGN AND RETURN THIS DOCUMENT TO DHCD ANNUALLY, ALONG WITH A LIST OF ALL EMPLOYEES AUTHORIZED TO

REQUEST AND RECEIVE INFORMATION PROVIDED THROUGH WAGE MATCH)

Executive Director/Board Approval

Your signature below indicates you have read and thoroughly understand the contents of Public
Housing Notice 2023- 03 and 2019-16. It indicates that all authorized employees at your housing
authority have read and signed:

1. Wage Match Acknowledgement Regarding Confidentiality of Information

2. DOR Disclosure and Security Training for Safeguarding Information, and

3. your authority has these signed acknowledgements on file.

Please note that the Acknowledgements include a summary of the law and other information.
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Wage Match Acknowledgement Regarding Confidentiality of Information

[Print on Local Housing Authority Letterhead]

To: [Local Housing Authority Name] Employees with Access to Wage Match
From: [Executive Director or Board Chair]
Re: Confidentiality of the Department of Revenue’s Information

Date: [Insert Date]

The attached Summary of the Laws is being provided to you because as part of your job duties you may have
access to confidential tax, wage reporting, financial institution match, 14-day new hire and child support
information, as well as “personal data” provided to the Department of Housing and Community Development
by the Department of Revenue. The access and disclosure of this information is governed by the attached
state and federal laws. Violation of the laws provide for specific sanctions including civil and criminal
penalties, as well as dismissal from employment and disqualification from holding office in the
Commonwealth for up to three years.

If you have any questions regarding this form, please contact [Executive Director or Designee] at [Phone
Number].

ACKNOWLEDGEMENT REGARDING THE CONFIDENTIALITY OF
THE DEPARTMENT OF REVENUE’S INFORMATION

!, , a full-time or part-time employee, contract
employee, individual consultant, volunteer, trainee, student intern, member, director, officer, partner, agent
or subcontractor of the Department of Housing and Community Development, hereby acknowledge that |
have received a copy of the “Summary of the Massachusetts and Federal Laws Pertaining to Confidential
Information of the Massachusetts Department of Revenue” which governs the access and disclosure of
information to include, without limitation, tax information, wage reporting information, financial institution
match information, 14-day new hire information and child support information, as well as “personal data” as
defined in G.L. c. 66A (collectively, the “Information”). Ialso acknowledge that it is my responsibility as an
Employee of [Local Housing Authority Name] to read this Notice and to comply with the laws pertaining to
the Information.

Sighature Date

Name in print

Attachment E












MANCHESTER HOUSING AUTHORITY

Community Gardens
GENERAL RULES, REGULATIONS & BY-LAWS

GARDENING SEASON: April 1through November 1.

HOURS: Sunrise to Sunset.

SALE OF GOODS & SERVICES: Any sale of Good & Services requires Common Victualler License of which a copy must be
submitted with application. Due to State regulations, Community gardeners may not grow vegetables, herbs and flowers to sell
commercially. Your garden produce is strictly for your personal use or donations to volunteer organizations (like food pantries).

PLANTING POLICY: The Community Garden is a vegetable garden only. Perennial gardens, trees, and shrubs are not allowed
and will be removed without notice.

ALCOHOL POLICY: Possession and/or consumption of alcoholic beverages is expressly prohibited in the Garden area.

CONTROLLED SUBSTANCES: Possession, consumption, or cultivation of controlled substances is expressly prohibited in the
Garden area.

TRASH POLICY: Gardeners are responsible for picking up and removing their trash. Gardeners will be responsible for any
damage done to the property during the term of the agreement.

DOGS: Dogs must be on a leash at all times. Dog owners are responsible for picking up after their pet.

RESPECT OUR WILDLIFE: Do not feed, touch or harass our wildlife. Application of poisons and pesticides is prohibited.

F...<KING POLICY: There is no parking on the perimeter road or where your vehicle may otherwise obstruct the flow of vehicular
or pedestrian traffic around the gardens, except to load or unload supplies. You are responsible for damage to lawns, garden
plots etc. caused by your vehicle.

DUMPING: The MHA is piling organic compost only. Dumping trash, diseased plants, non-organic items or waste that originated
from outside the community gardens is prohibited and will result in fines and/or revocation or non-renewal of your gardening
permit. Only dump in appropriate piles and/or containers as marked.

PESTICIDES: Organic products are strongly recommended. You must follow manufacturer’s directions carefully or beneficial
insects will be harmed. Banned substances can result in the loss of garden plot.

WATERING: You may use buckets or hose(s) to water your garden. Please note that water restrictions may occur as dictated
by the Town of Manchester, and adhere to any such restrictions during the growing season. CONSERVE! Do not leave water
running or sprinklers unattended. Alert MHA staff by call in a workorder should any water system stoppage occur. Water is for
the garden only - no car washing, etc. permitted!

MULCHING: Newspaper, weed cloth must be properly secured, either by thickly mulching or pinning. NOTE: weed cloth needs
to be removed at the end of gardening season and disposed of properly. Application of fresh manure is prohibited.

ROCKS: You may place rocks/stones cleaned from your garden in the dirt portion of the perimeter of your garden, not in the
*h of the lawn mower.

SMRAGE: The MHA will not provide storage. All tools, hoses, wheelbarrows, chairs, barrels, wood, baskets metal, etc.. must
' Board Approved: May 19, 2021







FENCES: Permanent or temporary structures (including fences), fixtures, equipment, or items in or immediately around your
assigned plot are prohibited and may be removed without notice.

—_ MANCHESTER HOUSING AUTHORITY
Community Gardens

WAIVER & RELEASE OF LIABILITY

[, in consideration of what has been given to me by the Manchester Housing Authority - specifically, the
use of MHA-owned land for a garden plot, the receipt of which is hereby acknowledged - do hereby release
and discharge the Manchester Housing Authority from any and all claims. demands, actions and causes
of action of every name and nature which | know have or might have upon or against said Manchester
Housing Authority, its agents, servants or employees, and especially from all claims arising out of any and
all personal injuries, damages, expenses and any loss of property or damage to person or property
whatsoever resulting or to result from the Manchester Housing Authority allowing me the use of said
property in the exercise or purported exercise of the rights and privileges herein granted. It is also
understood and agreed that | will defend, indemnify and hold harmless the Manchester Housing Authority
against all actions, claims, damages, demands and suits for damages, costs, loss of services or property,
expenses or compensation which I, my heirs, next of kin, executors, administrators, successors, assigns
have or may have on account of or in any way growing out of said use of MHA-owned property for
gardening purposes or its results by the Manchester Housing Authority or its agents, servants. or
employees.

' further understand that this release is to compromise and terminate all claims for injuries, vandalism,
-ft, or damages of whatever nature, known or unknown, including any damages known or unknown to
tb=fruits, vegetable, herbs or flowers which | have planted.

I'urther understand that the Manchester Housing Authority is not responsible for any loss of or damage
to piants caused by a mechanical or other error in the Garden’s water supply, a water shortage, or any
Town-mandated water restrictions, and that the Manchester Housing Authority is not responsible for any
other materials necessary for the care of my garden.

The Manchester Housing Authority does not assume any liability for accidents or injuries to persons either
on or adjacent to the garden area, nor does the Manchester Housing Authority assume responsibility for
acts of vandalism, damage, or loss of crops or personal property due to theft. Persons entering on MHA-
owned land do so at their own risk.

This Waiver & Release of Liability represents the complete understanding between the parties regarding
the use of the community garden and no oral representations, statements or inducements have been made
apart from this Waiver & Release of Liability. If any provision of this Waiver & Release of Liability is held to
be unlawful, void, or for any reason unenforceable, then that provision shall be deemed severable from this
Waiver & Release of Liability and shall not affect the validity and enforceability of any remaining provisions.

D. SIGNATURE- | hereby affirm that the information provided is true and correct. | attest that | have
read and understood and agree to abide by the General Rules, Regulations, & By-Laws and the
Code of Conduct governing the use of the MHA Community Garden, and that my failure to do so
will result in revocation and/or non-renewal of my garden permit.

" Srint Name: Signature: Date:

Board Approved: May 19, 2021







MANCHESTER HOUSING AUTHORITY
Community Gardens
N GENERAL RULES, REGULATIONS & BY-LAWS

GARDENING SEASON: April 1 through November 1.

HOURS: Sunrise to Sunset.

SALE OF GOODS & SERVICES: Any sale of Good & Services requires Common Victualler License of which a copy must be
submitted with application. Due to State regulations, Community gardeners may not grow vegetables, herbs and flowers to sell
commercially. Your garden produce is strictly for your personal use or donations to volunteer organizations (like food pantries).

PLANTING POLICY: The Community Garden is a vegetable garden only. Perennial gardens, trees and shrubs are not allowed
and will be removed without notice.

ALCOHOL POLICY: Possession and/or consumption of alcoholic beverages is expressly prohibited in the Garden area.

CONTROLLED SUBSTANCES: Possession, consumption, or cultivation of controlied substances is expressly prohibited in the
Garden area.

TRASH POLICY: Gardeners are responsible for picking up and removing their trash. Gardeners will be responsible for any
damage done to the property during the term of the agreement.

DOGS: Dogs must be on a leash at all times. Dog owners are responsible for picking up after their pet.
/ESPECT OUR WILDLIFE: Do not feed, touch or harass our wildlife. Application of poisons and pesticides is prohibited.

PARKING POLICY: Thereis no parking on the perimeter road or where your vehicle may otherwise obstruct the flow of vehicular
or pedestrian traffic around the gardens, except to load or unload supplies. You are responsible for damage to lawns, garden
plots etc. caused by your vehicle.

DUMPING: The MHA is piling organic compost only. Dumping trash, diseased plants, non-organic items or waste that originated
from outside the community gardens is prohibited and will result in fines and/or revocation or non-renewal of your gardening
permit. Only dump in appropriate piles and/or containers as marked.

PESTICIDES: Organic products are strongly recommended. You must follow manufacturer's directions carefully or beneficial
insects will be harmed. Banned substances can result in the loss of garden piot.

WATERING: You may use buckets or hose(s) to water your garden. Please note that water restrictions may occur as dictated
by the Town of Manchester, and adhere to any such restrictions during the growing season. CONSERVE! Do not leave water
running or sprinklers unattended. Alert MHA staff by call in a workorder should any water system stoppage occur. Water is for
the garden only - no car washing, etc. permitted!

MULCHING: Newspaper, weed cloth must be properly secured, either by thickly mulching or pinning. NOTE: weed cloth needs
to be removed at the end of gardening season and disposed of properly. Application of fresh manure is prohibited.

ROCKS: You may place rocks/stones cleaned from your garden in the dirt portion of the perimeter of your garden, not in the
*h of the lawn mower.

" 'ORAGE: The MHA will not provide storage. All tools, hoses, wheelbarrows, chairs, barrels, wood, baskets metal, etc., must
Board Approved: May 19, 2021
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Community Gardens

COMMUNITY GARDEN PLOT APPLICATION

CUNMMUINE L Y A A Y e e e e

Please Print Clearly

The Housing Authority Community Gardens are owned by the Manchester Housing Authority. Use of the,
Community Gardens is at the sole discretion of the Manchester Housing Authority.

0O NEW

0 RENEWAL

A. APPLICANT INFORMATION

Last Name First Name ML
Home Address City/Town State Zip

Mailing Address City/Town State Zip

Home Phone Cell Phone Email

Emergency Contact Name Emergency Contact Relationship Emergency Contact Phone

B. VEHICLE(S)

License Plate # State Make Model Color
License Plate # State Make Model Color
C. ASSIGNED PLOTS -’
1 2 3 4 5 6
CODE OF CONDUCT

IN ORDER TO MAKE GARDENING PLEASANT FOR ALL... Gardeners will keep a clean and well-maintained garden area
free of weeds, rotting or diseased vegetation, or other items that may harm the community garden. All organic waste material
must be REMOVED from the garden daily, and other debris placed in designated areas.

IN ORDER TO ENCOURAGE FRIENDSHIP AND COMMUNITY... Gardeners will respect their fellow members and be helpful
and courteous at all times. Gardeners will follow public health protocols, maintain social distancing, and wear masks when
proper distancing is not possible.

IN ORDER TO BE A GOOD GARDENING NEIGHBOR... Gardeners will minimize the shading of neighboring plots and will not
allow plants to grow into walkways or other plots. Any crowding or shading plants may be trimmed without warning.

IN ORDER TO KEEP THEFT IN CHECK... Gardeners will not tend to, or harvest in another gardener’s plot (even those looking
abandoned) absent express permission from the assigned gardener. Gardeners caught stealing produce will be expelied.

IN ORDER TO PROTECT OUR ENVIRONMENT AND OUR FOOD.... Gardeners will follow organic gardening practices.

Gardeners will not use chemical fertilizers, pesticides, or weed repelients.

IN ORDER TO MAKE SURE IT ALL RUNS SMOOTHLY.... Gardeners will plant and maintain their garden. If a garden has not

been weeded by June 1st and planted by June 15th, or it appears to be abandoned at any time during the growing season, the

gardener will be contacted and given one week to tend his/her garden. If the gardener does not, his or her garden will be

reassigned or tilled in. If something comes up and you are unable to tend to your plot, please contact the Garden Supervis

or the MHA as soon as possible.

IN ORDER TO KEEP A GOOD THING GOING.... Gardeners are welcome to use season extending techniques il
Board Approved: May 19, 2021




FENCES: Permanent or temporary structures (including fences), fixtures, equipment, or items in or immediately around your
assigned plot are prohibited and may be removed without notice.

MANCHESTER HOUSING AUTHORITY
Community Gardens

WAIVER & RELEASE OF LIABILITY

I, in consideration of what has been given to me by the Manchester Housing Authority - specifically, the
use of MHA-owned land for a garden plot, the receipt of which is hereby acknowledged - do hereby release
and discharge the Manchester Housing Authority from any and all claims, demands, actions and causes
of action of every name and nature which | know have or might have upon or against said Manchester
Housing Authority, its agents, servants or employees, and especially from all claims arising out of any and
all personal injuries, damages, expenses and any loss of property or damage to person or property
whatsoever resulting or to result from the Manchester Housing Authority allowing me the use of said
property in the exercise or purported exercise of the rights and privileges herein granted. It is also
understood and agreed that | will defend, indemnify and hold harmiess the Manchester Housing Authority
against all actions, claims, damages, demands and suits for damages, costs, loss of services or property,
expenses or compensation which I, my heirs, next of kin, executors, administrators, successors, assigns
have or may have on account of or in any way growing out of said use of MHA-owned property for
gardening purposes or its results by the Manchester Housing Authority or its agents, servants. or
employees.

' further understand that this release is to compromise and terminate all claims for injuries, vandalism,
~:At, or damages of whatever nature, known or unknown, including any damages known or unknown to
... fruits, vegetable, herbs or flowers which | have planted.

| further understand that the Manchester Housing Authority is not responsible for any loss of or damage
to plants caused by a mechanical or other error in the Garden’s water supply, a water shortage, or any
Town-mandated water restrictions, and that the Manchester Housing Authority is not responsible for any
other materials necessary for the care of my garden.

The Manchester Housing Authority does not assume any liability for accidents or injuries to persons either
on or adjacent to the garden area, nor does the Manchester Housing Authority assume responsibility for
acts of vandalism, damage, or loss of crops or personal property due to theft. Persons entering on MHA-
owned land do so at their own risk.

This Waiver & Release of Liability represents the complete understanding between the parties regarding
the use of the community garden and no oral representations, statements or inducements have been made
apart from this Waiver & Release of Liability. If any provision of this Waiver & Release of Liability is held to
be unlawful, void, or for any reason unenforceable, then that provision shall be deemed severable from this
Waiver & Release of Liability and shall not affect the validity and enforceability of any remaining provisions.

D. SIGNATURE- | hereby affirm that the information provided is true and correct. | attest that | have
read and understood and agree to abide by the General Rules, Regulations, & By-Laws and the
Code of Conduct governing the use of the MHA Community Garden, and that my failure to do so
will result in revocation and/or non-renewal of my garden permit.

' Orint Name: Signature: Date:

Board Approved: May 19, 2021




Board Approved: May 19, 2021










Manchester Housing Authority
Tenant-On-Tenant Harassment
Policy & Procedures

The Manchester Housing Authority (MHA) will not tolerate harassment by or of any applicant,
tenant, resident, or visitor on the basis of a person’s actual or perceived membership in a
protected class (or association with such person). Harassing conduct by a tenant will result in
action up to and including eviction.

The conduct covered by this policy includes behavior, language, property damage, or writings
based on actual or perceived race, color, religion, national origin, sex, age, ancestry, disability or
sexual orientation which can create an intimidating, hostile, humiliating or offensive housing
environment for residents or visitors.

Harassment based on religion, ethnicity or race includes the use of degrading, demeaning,
insulting, abusive or threatening language which relates to a person’s race, ethnicity or religion;
graffiti, property damage, slogans or other visual displays which contain racial, ethnic or
religious-based slurs or insults; demeaning remarks, jokes or gestures based on race, ethnic
origin or religion; or racial, ethnic, or religious stereotypes.

Such behavior directed at a resident or visitor because of their membership in a protected class or
association with someone who is a member of a protected class, is unlawful under federal and
Massachusetts anti-discrimination laws. These laws protect residents’ use and quiet enjoyment of
their apartments and the common areas and facilities at Manchester Housing Authority
properties.

Any tenant who believes that he or she is being harassed should promptly report the behavior to
the Housing Management who will promptly investigate any report related to tenant-on-tenant.
harassment. The tenant has the right to request a transfer with a MHAs transfer application.
Any MHA staff member who witnesses or becomes aware of tenant-on-tenant harassment as
described in this policy shall immediately report such harassment to the State Housing.
Administrator or the Executive Director.

Adopted by Manchester Board of Commissioners on _September 15, 2021












REGIONAL LEGAL SERVICES PROGRAM
FOR STATE-AIDED HOUSING PROGRAMS

HOUSING AUTHORITY PARTICIPATION AGREEMENT

1 PROGRAM INTRODUCTION AND OVERVIEW

The Regional Legal Services Program (the “Program”) has been created by the Massachusetts
Department of Housing and Community Development (“DHCD”) to assist eligible local housing
authorities in the designated geographic program areas (Western Massachusetts, and Eastern
Massachusetts in the Metro South, Northeast and Southeast Housing Court Divisions) (Exhibit 1) to carry
out their lawful duties in general, and, specifically to comply with DHCD regulations at 760 CMR 4.00,
5.00, 6.00, 8.00, 11.00, 49.00 and 53.00. Pursuant to this Program, DHCD has agreed to provide funds,
up to an annual limit depending on HA portfolio size, to each Participating Housing Authority (HA) to
engage with pre-qualified legal service practitioners (the “Attorney(s)”) for legal assistance with regard
to the day-to-day operations of the HA, as well as to obtain specialized legal counsel and training on
legal topics. By signing this Participation Agreement (the “Agreement”), the HA will acknowledge the
terms and conditions of the Program and adherence to such terms as a condition for receipt of state
funding which shall be used exclusively for Program purposes.

The Program is intended to augment the existing legal services available to HAs through local resources,
to provide a cost-effective source of specialized legal assistance for state-aided housing programs, and
to provide on-going training designed to educate HA managers, staff, and Board members on relevant
topics and thus reduce their need for legal advice on day-to-day issues. The Program allows HAs in need
of certain legal services to choose among several pre-qualified Attorneys who have been selected to
provide certain legal services commonly required by LHAs. The cost of program-covered legal services is
reimbursable by DHCD Program Funds up to an annual limit based on program type and unit count.

Note, this Program is also not designed to provide all legal services requested or required by HAs and is
therefore not intended to force any HA to replace its existing counsel, nor is it intended to be the sole
source of legal services for any HA. As described in DHCD’s Regional Legal Services Program Description,
attached as Exhibit 2, this Program is not intended to provide HAs with legal services related to their
federal housing programs, with the exception of guidance on general operational topics, such as open
meeting law, civil rights, and anti-discrimination law, which may also relate to the HA’s federal
programs. The Program also will not replace the Retained Risk Liability Program, which comes into play
when HAs are facing liability claims.

! For calendar year 2021, the specific method of legal funding atocation is $50 per each unit of chapter 200 or 705 housing, $25 per each unit of
elderly handicapped housing, $10 for each unit of chapter 167 and 689 housing and $5 for each MRVP certificate administered by the LHA to
determine a calculated fegal allocation amount, this sum is then rounded up to the closest thousand between $2,000 - §7,000. With the
exception that the minimum atlocation is $3,000 in Western Massachusetts) Please contact DHCD if you helieve this value has been calculated
incorrectly.
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2 TERMS OF AGREEMENT

The undersigned Housing Authority hereby agrees as follows:

2.1 PROGRAM ELIGIBILITY AND FUNDING

HAs within a defined Housing Court jurisdiction, Western Massachusetts, Metro South Massachusetts,
Northeast Massachusetts, or Southeast Massachusetts, and having fewer than 750 total housing units
and fewer than 350 state program units as of July 1 of a fiscal year will be eligible to participate in the
Regional Legal Services Program provided that they have executed and returned a program participation
agreement to DHCD. LHAs in a geographic area with an assigned regional attorney are not program
eligible.

DHCD will designate Program funding for each HA in the Program area which has completed a
participation agreement. It is estimated that Program funding for each participating HA will vary; with
current program allocation per HA estimated between $3,000 - $7,000 annually. Program funding may
vary from year to year as DHCD is able to study the costs and benefits of the Program. HAs will follow
the instructions of DHCD Public Housing Finance staff regarding budgeting for this expenditure. HAs will
be reimbursed for actual funds spent on approved legal services in accordance with this program
agreement. HAs will not receive funds allocated but not expended in a given year. Please see 2.3 and
2.4 for further information on program funding and budgeting.

2.2 SCOPE OF REPRESENTATION

2.2.1  Authorized Legal Services

Specific services provided through the Regional Legal Services Program shall be consistent with those set
out in DHCD’s Regional Legal Services Program Description which is attached as Exhibit 2. In summary,
Attorneys pre-qualified for the Program will have the opportunity to be retained by HAs to provide legal
services in areas where they offer pre-qualified legal skills in three areas:

e Housing Authority Legal Services
e Specialized Legal Services by topic
e Legal Training Services

Depending on the scope of their retention by an HA a Program-participating Attorney may:

e . Provide general advice to HAs regarding state-aided public housing and MRVP program
administration and operations;

e Advise HAs regarding individual housing matters, as well as operational matters for the HA staff
and the HA Board relating to state-aided public housing and MRVP programs;

DHCD REGIONAL LEGAL SERVICES PROGRAM: Participation Agreement
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* Represent HAs in administrative matters, grievances, hearings, tenant selection appeals, MCAD
claims up to a probable cause finding, housing court actions, small claims courts, and before
other courts or administrative tribunals for matters relating to state-aided public housing and
MRVP programs;

* Develop training materials and conduct HA training relating to legal matters concerning state-
aided public housing and MRVP programs.

2.2.2 Barred Legal Services

The HA agrees that any Attorney engaged through the Program or using Program funds shall not be used
for the following purposes:

Resolve disputes among HA Board members;

Resolve disputes between HAs;

Bring a legal challenge contesting the validity or enforcement of any rule, regulation or
formal interpretation of such rule or regulation of DHCD;

Resolve disputes between the HA and DHCD, or intervene where the HA and DHCD have
a conflict of interest;

Provide counsel to the HA Board regarding the employment of the HA Executive
Director (all such matters shall be referred to DHCD);

Represent the HA in civil service or labor arbitration proceedings or collective bargaining
negotiations or in mediation of labor disputes (except where Attorneys are pre-qualified
to provide specialized employment or labor law services);

Represent the HA in tort claims (unless the Attorney is requested by the DHCD Retained
Risk Program to consider representing the HA for that purpose);

Represent the HA in discrimination claims in which MCAD has issued a probable cause
finding (unless the Attorney is requested by the DHCD Retained Risk Program to
consider representing the HA for that purpose);

Advise any Board Member, Executive Director, or HA staff member on any personal
matter including employment matters using Program funding;

Provide written or oral opinions, or advise or represent the HA on matters related to its
federal housing programs, housing development matters, zoning and land use matters
or construction matters, using Program funding;

Provide written or oral opinions, advise or represent the HA on any matters in which the
HA chooses not to allow information sharing with DHCD pursuant to paragraph 2.5 of
this agreement.

2.3  OBLIGATIONS OF HOUSING AUTHORITY

2.3.1 Retention and Engagement

The HA will be expected to identify circumstances where legal services would be helpful to the HA. The

HA will select an Attorney from the list of pre-qualified Attorneys for the Program. The HA will contact

DHCD REGIONAL LEGAL SERVICES PROGRAM: Participation Agreement
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the Attorney directly and indicate that it is seeking representation under the Program. If the HA is a new
client to the Attorney, the HA will receive a representation agreement from the Attorney.

At the beginning of an engagement, and as requested by any Program Attorney, the HA will provide the
Attorney with a written profile of its housing portfolio and programs, including:

a. The identification of all programs, funding source, and address of all units within each
program;

b. ldentification of staff, and staff funding, if requested;
Information on its DHCD-approved lease and grievance procedure, any other local
policies and procedures, and any other information necessary for the Attorney to
effectively represent the HA; and

d. In addition, the HA shall update all information provided to the Attorney as needed.

2.3.2 Billing and Prompt Payment

Program Attorneys will issue periodic invoices for legal services to participating HAs. Invoicing may be
issued on a monthly basis for ongoing claims, or at the conclusion of the representation. HAs must

a. Promptly review invoices to ensure that the legal services were requested by the HA, that the
services were rendered and that the time billed does not appear to be excessive;

b. I[fthere are no billing concerns, the invoice should be processed for prompt payment. [f the
provider issues a prompt-payment discount, HAs are encouraged to take advantage of that;

c. Ifthe HA identifies issues with the bill, they should email the Attorney’s billing contact with a cc:
to DHCD's program coordinator who can review the bill as well and help to resolve the issue.

HAs are required to keep track of their legal services spending as Program funding may be exhausted
during the course of a year; any additional legal services costs incurred after the HA has exhausted its
Program funding shall be paid from the HA’s regular budget.

2.3.3 Related Legal Costs

The HA shall be responsible for the cost of legal process, summons, subpoena and filing fees, deposition
and transcript costs, as well as the procurement of constable, moving and storage services and for the
direct payment of fees for such services incurred in its cases. These costs can be included in the
Attorney’s legal bill and may be applied to the HA’s Program allocation. HAs are encouraged to require
the attorney to obtain pre-authorization before incurring litigation related costs greater than $250.00.

If the Attorney does not advance the funds, each HA is required to directly pay, from its legal budget line
item, for all its costs for mailing of notices or legal pleadings as well as any and all costs associated with
filing litigation, including court filing fees and constable service.
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2.4 PROGRAM FUNDING AND BUDGETING

Because the legal needs of an HA will vary, the cost of each HA's legal services may be greater than or
less than the HA's Program funding allocation from year to year. Therefore, an HA will also be expected
to allocate funding from its regular operating funds for legal expenses in its annual operating budget.

HAs participating in the Program will then have a legal line item consisting of two sources of funding;
first their Program Legal Expenses Allocation, which will not be paid to the HA if it is not used, and
second its operating legal budget.

1. Program Legal Expenses Allocation

a. A specific reimbursable allocation will be made to participating HAs annually. These
funds will not be paid to the HA if they are not incurred for allowable program
expenses. Actual expenditures will be reimbursed up to the allocated amount at the
end of DHCD's fiscal year;

b. To receive their reimbursement, at the end of the year, HAs should submit proof of
their paid Program qualifying legal costs up to the maximum allocated amount to
Ayo Yakubu Owolewa (ayo.yakubu-owolewa@mass.gov), with a carbon copy to
Sarah O’Leary (sarah.oleary@mass.gov).

2. Operating Budget Legal Allocation

a. Fach HA is permitted to allocate in its operating budget a line item which can be
spent on non-program legal expenses related to the HA operations, or for qualifying
program expenses if the HA has exceeded its annual reimbursable allocation;

b. Suggested operating budget legal allocation: HA’s with less than 200 state-aided
conventional public housing units should budget a minimum of $3,000.00 and an HA
with 200 or more state-aided conventional public housing units should budget a
minimum of $5,000.00. These funds are in addition to the maximum funding for
DHCD reimbursement for the Program.

3. Budgeting Instructions

a. Thelegal line in a HAs budget, entered at line item 240 on the HAs administrative
costs budget, should reflect the Program Legal Allocation added to the Operating
Legal Allocation. i.e. a HA with a Program allocation of $3,000 and an Operating
Allocation of $3,000 would put $6,000 in the budget line item 19, account 4130;

b. Asthe HA approaches its fiscal year end, the proportion of funds budgeted from the
HA's normal operating budget allocation for legal expenses, which remain
unexpended or uncommitted, may be transferred to another line item as allowed
under DHCD budget guidelines. i.e. a HA with a legal line item of $6,000, that did
not exceed $3,000 of legal spending during the year, would be able to transfer
$3,000 out of the line item to another cost;
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C. As stated in the Program Description, participation in the Regional Legal Services
Program does not require any HA to use Program-participating Attorneys’ services
exclusively, nor does it require any HA to use such services at any particular time or
on any particular matter. No HA shall be prohibited from hiring outside counsel at
any time within its DHCD approved Operating Budget.

2.5 INFORMATION SHARING WITH DHCD

Pursuant to M.G.L. c. 121B, DHCD funds the state-aided programs of all Massachusetts HAs and is
responsible for the oversight of all HAs. Accordingly, the HA agrees that DHCD is entitled to such
information as it determines is necessary to oversee the HA and to properly fund its programs.

The HA explicitly agrees that any participating Attorney from whom the HA receives legal services may
discuss any pending matter with DHCD unless there is a specific conflict of interest between the HA and
DHCD on that particular issue. In the event that such a conflict of interest exists, the Attorney must
inform DHCD and the HA in writing of the existence of the conflict and the general nature of the conflict,
and must cease acting as counsel to the HA on that issue, unless the LHA will waive the privilege. The
HA must include these provisions in any representation agreement with a participating Attorney.

A participating HA agrees to provide DHCD with survey responses or Attorney performance evaluations
as may be requested from time to time. These comments will be used to assess the success of the
Regional Legal Services Program in meeting its goals.

2.6 UNDERTAKINGS OF DHCD

DHCD will designate a Regional Legal Services Program Coordinator who will assist in the procurement
of pre-qualified legal counsel, assist HAs with questions about Program participation and, as needed,
review bills of pre-qualified legal counsel to ensure compliance with Program guidelines.

DHCD will offer training to the pre-qualified Attorneys at the initiation of the Program as well as on an
ongoing basis. The mechanism will be a mandatory DHCD-led two to four-hour on-line training session
in Spring 2020 as well as annual or semi-annual training meetings or conference calls with other Legal
Service Providers, regional program representatives and the DHCD program administrator thereafter.

From time to time, DHCD will work together with HAs to provide additional fu nding for periodic training
sessions on topics of legal interest that may be offered in large settings or on-line. Such topics may
include board member training, discrimination law, employment law, fair housing law, compliance with
DHCD regulations, grievance law, tenant participation, etc.

2.7 CONFIDENTIALITY AND PERSONAL DATA

With regard to the personal data of tenants and applicants of the HA, the Program-participating
Attorney is a holder of personal data pursuant to the DHCD Privacy and Confidentiality Regulation, 760
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CMR 8.00. Fach representation agreement between an HA and a Program participating Attorney must
require the Attorney to acknowledge that the Attorney is bound by the requirements of that regulation.

2.8 TERMS OF AGREEMENT

The term of the Participation agreement with the Attorneys pre-qualified by DHCD will be for three
years, with the option to renew for two additional one-year periods. This Agreement will remain in
effect for shorter of the following:

e The term of the Participation agreement between DHCD and the Attorneys; the total potential
duration shall be through October 2026;

» Until the HA decides to withdraw from participation in the Regional Legal Services Attorney
Program and provides written notice of its withdrawal to DHCD; or

e Farlier termination in the event that DHCD ends funding for this Program.

3 PROGRAM CONDITIONS

This Agreement is intended to describe the operation of the Program and to ensure that the
undersigned HA understands its obligations under the Program as well as the conditions under which it
may engage the services of the pre-qualified attorneys available to it. This Agreement is not intended to
grant the HA any rights or provide any guarantees or assurances as to the future availability of legal
services or funds under the Program, which DHCD may terminate or change from time to time as DHCD
deems necessary or desirable.

4 AUTHORIZATION

By vote of the Board of the _Manchester Housing  Housing Authority, with a principal place of
business at __ #7 Office The Plains , __Manchester Massachusetts, the
Housing Authority hereby certifies that it has had an opportunity to review and understand the
requirements of the Regional Legal Services Program and hereby agrees to abide by the terms of this
PARTICIPATION AGREEMENT.

Signed by:

Dated:_12/15/2021

HA Chairman of the Board

Dated: 12/15/2021 lrene Erontiers (Zecidzira Directsn
HA Executive Director
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Manchester Housing Authority, Inc.
Post Office Box 608
Manchester-by-the-Sea, Massachusetts 01944-0608
Tel: (978) 526-1850 Fax: (978) 526-1604

EXTRACTS OF MINUTES: EXTRACTS FROM THE MINUTES OF A REGULAR MEETING
OF THE MANCHESTER HOUSING AUTHORITY

HELD ON June 15, 2022

The members of the Manchester Housing Authority met in regular session on
https://meet.goto.com/463865925 inhttps://meet.goto.com/463865925 the Town of Manchester,
Massachusetts, at 3:30 P.M.. The meeting was called to order by the Gretchen Wood, Acting
Chairperson, and upon roll call, those present and absent were as follows.

PRESENT:
Irene Frontiero Executive Director, Secretary

Beth Heisey commissioner
Catherine Erickson State Appointee
Gretchen Wood

Allen McCoy

ABSENT:
Elaine Persons Chair

Motion was made by Katherine Erickson motioned to approve the Manchester Housing Authority 2022
Language Access Plan as presented, and Beth Heisey seconded the motion and upon roli call the “Ayes”
and Nays” were as follows:

4Ayes 0 Nays

I, duly appointed, qualified; and acting secretary of the Manchester Housing Authority do hereby certify
that on June 9, 2022, | filed, in the manner provided by M.G.L. ¢.30A sec.18-25, as amended, with the
Clerk of the town of Manchester a Notice of Meeting of which the foregoing is true and correct.

In Testimony whereof, | have hereunto set my hand and the seal of said Authority this 15, day of June
2022.
Attest a true copy

Irene Frontiero

Executive Director and Secretary to the Board







MANCHESTER HOUSING AUTHORITY LANGUAGE ACCESS PLAN

I. INTRODUCTION

The Manchester Housing Authority (“MHA™) is committed to ensuring equal access to its
programs and services by all residents, regardless of primary language spoken.

Pursuant to 760 CMR 4.02(1)(e), Massachusetts Local Housing Authorities must adopt
and enforce a Language Access Plan (“LAP”) regardless of whether they receive federal
funds. DHCD has provided “DHCD LAP Guidance to Program Administering Entities”
as an appendix to its Language Access Plan, most recently in 2017.!

Title VI of the Civil Rights Act of 1964 (“Title VI”) also requires recipients of federal
financial assistance to take reasonable steps to ensure meaningful access to their
programs and services by individuals with Limited English Proficiency (“LEP”). Persons
who do not speak English as their primary language and who have a limited ability to
read, write, or understand English may be considered LEP individuals. Such reasonable
steps to ensure meaningful access include language access planning.

On January 22, 2007, the U.S. Department of Housing and Urban Development (“HUD”)
issued Final Guidance to recipients of HUD funding concerning compliance with the
Title VI prohibition against national origin discrimination affecting LEP individuals,
including detailed guidance for language access planning

Furthermore, HUD’s Final Guidance defines a four-factor self-assessment method which
assists agencies receiving HUD funds in determining the extent of their obligations to
provide LEP services. DHCD, in its “DHCD LAP Guidance to Program Administering
Entities,” has encouraged LHAs to utilize this four-factor self-assessment method
regardless of whether they receive HUD funds. Based on the DHCD and HUD guidance,
the LHA has completed an LEP four-factor self-assessment (“Attachment A™).

Using the LEP self-assessment as a guide, the LHA has prepared this LAP, which defines
the actions to be taken by the LHA to ensure LHA compliance with Title VI and/or
DHCD requirements with respect to LEP individuals. The MHA will periodically review
and update this LAP in order to ensure continued responsiveness to community needs and
compliance with 760 CMR 4.02(1)(e), as well as Title VI and related HUD guidance as
applicable.

1. GOALS OF THE LANGUAGE ACCESS PLAN




The goals of the MHA’s LAP include:

® To ensure meaningful access to the MHAs housing programs by all eligible
individuals regardless of primary language spoken.
® To ensure that all LEP individuals are made aware that the MHA will provide free
oral interpretation services to facilitate their contacts with and participation in
programs administered by the MHA.
¢ To provide written translations of vital documents to LEP individuals speaking
priority languages.
e MHA To ensure that staff are aware of available language access services and
how these services need to be used when serving LEP individuals.
® To provide for periodic review and updating of this LAP and services in
accordance with community needs.
I LEP INDIVIDUALS WHO NEED LANGUAGE ASSISTANCE
See “Attachment A” for data analysis of LEP populations.
IV. TYPES OF ASSISTANCE NEEDED BY LEP INDIVIDUALS

Most contacts between the MHA and LEP individuals involve meetings, written
communications and phone calls where information is exchanged. Examples include
interactions by applicants with MHA staff during the application process leading up to
and including placement in housing, as well as periodic contact between residents and
MHA staft related to management, maintenance and lease compliance issues. Oral
language assistance services may be needed for these contacts. Oral language assistance
service may come in the form of "in-language" communication (a demonstrably qualified
bilingual staff member communicating directly in an LEP person’s language) or
interpretation services. These services may also be necessary to communicate with LEP
individuals when written materials are insufficient.

Other contacts involve the exchange and review of printed materials, some of which may
be considered “vital documents”. HUD's Final Guidance defines vital documents as,
“any document that is critical for ensuring meaningful access to the recipients’ major
activities and programs by beneficiaries generally and LEP individuals specifically”. The
MHA will strive to provide translation services as necessary and as resources permit for




V. LANGUAGE ASSISTANCE TO BE PROVIDED

To promote equal access to MHA programs and services by LEP individuals, the HA will
implement the following array of Language Access services:

A. Identification of LEP Individuals and Notices

Use of “I Speak... Language Identification Flashcards”: To help identify LEP
individuals and determine the appropriate Language Access, the MHA will post
and make available “I Speak... Language Identification Flashcards” in common
areas, on its website, and by request. Applicants and residents can use these
guides to indicate their primary language. During the tenant selection screening
process, LHA staff will make appropriate arrangements for interpretation services
generally; using either a bilingual staff person or a telephone interpretation
service.>

Notices of Oral interpretation Services: Subject to budget constraints and in
consideration of the four-factor self-assessment described on Attachment A, the
MHA will provide free access to language assistance for staff contact with LEP
individuals. The MHA will prominently post multi-language notices in common
areas and on its website which indicate that free language assistance is available
upon request (see “Attachment B”). The MHA will also gather data on requests
for language assistance by language to inform its four-factor self-assessment.

B. Language Access Measures

Oral Interpretation - Staff. When feasible, bilingual MHA staff will be utilized to
communicate with LEP individuals in their native languages and to assist them in
reviewing MHA materials, answering questions about MHA programs, and
responding to MHA forms and information requests. Currently, MHA employs
staff members who speak [English].

Oral Interpretation - Telephone Support: Subject to budget constraints and in
consideration of the four-factor self-assessment described on Attachment A, if
qualified bilingual MHA staff are unavailable to communicate with an LEP
individual who is requesting assistance, the MHA will use the services of a
professional telephone interpretation service, including when an LEP individual
uses an “l Speak... Language Identification Flashcard” to signify that they speak a
non-English language. When these contacts involve review of MHA forms and
procedures, the MHA will schedule the call so that the telephonic interpreter has
hp opportun‘f‘/ to first mwo % the relevant form or procedw‘“ The MHA will ml*f
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languages. MHA staff will be trained in how to access this service, which will be
available as needed for LEP applicants and residents. -

Oral Interpretation - In Person Assistance: Subject to budget constraints and in
consideration of the four-factor self-assessment described on Attachment A , in
limited instances where telephone interpretation services or the use of bilingual
MHA staff are determined insufficient to ensure meaningful access, the MHA
may provide qualified in-person interpretation services at no cost to the LEP
individual through the use of community resources and/or outside organizations
or vendors who employ or contract with qualified and trained interpreters.
Examples of contacts where in person assistance may be requested includes
termination hearings and evictions. Due to the considerable expense often
involved in providing in person assistance, unless in-person interpretation is
available at low cost through community resources, the MHA will generally strive
to use telephonic assistance, as resources permit. If the LEP individual does not
wish to use the free interpretation services offered by the MHA, the LEP
individual may provide their own qualified interpreters at their own expense.

Oral Interpretation - Use of Other Interpreters not provided by the MHA: As
noted above, LEP individuals will be informed that the MHA will provide them
with free access to oral interpretation services via bilingual MHA staff or
qualified, trained contractors as needed. If the LEP individual requests their own
qualified, trained interpreter this will be allowed at the individual’s own expense.
Use of family members and friends as interpreters is allowed. Staff will be
advised to be alert to the potential for any conflict of interest or competency issue
that may arise from the involvement of family or friends.

Written Translation: The MHA will strive to translate documents that are vital to
meaningful program access as resources permit and in consideration of the four-
factor-self-assessment referenced in Attachment A and applicable HUD
guidance.* Priority languages for translation are identified in Attachment A. Vital
documents are those that are critical for ensuring meaningful access to the MHA's
major activities and programs by beneficiaries generally and LEP persons
specifically. Meaningful program access generally requires awareness of, and
ability to participate in, procedures for applying to the program, for meeting the
requirements of the program, and for enjoying important benefits of the program.
Meaningful program access also requires awareness of rights and services;
otherwise, LEP persons may effectively be denied such access.




Written or “vital documents” include:

Application-related documents

Lease-related documents

Rent-redetermination related documents

Consent and complaint forms

Written standard notices of rights, denial, loss, or decreases in benefits or
services, and other notices relating to hearings/conferences/grievances

e Notice to quit and eviction-related documents

e © % o ©

Non-Vital or Non-translated Written documents: For documents not considered
“vital documents” or not immediately translated, a notice must be placed on the
document which states in the most frequently encountered languages identified
under the administering entity’s LAP, “This is an important document. Please
contact [administering entity and telephone number/address] for free language
assistance” (see “Attachment C”).

Legal documents: In the case of legally binding documents such as a lease,
although a translated copy of the document should be provided, the English
version of the document is the one that is legally binding and considered the
official document. The translated document is to be used as a reference tool only.
A brief statement will be included on these documents in the language which the
document has been translated into which states “This document is for
informational purposes only. The English version of this document is considered
the legally binding document” (see “Attachment D”).

Translation of written documents: For MHA program documents, including those
that are highly individualized (such as ineligibility, termination or appeal notices),
the MHA will, to the extent feasible within administrative and fiscal limits,
translate these documents based on an assessment utilizing the four-factors
discussed above.

Note on timing-related rights: A person with LEP will not be penalized or denied
meaningful and effective access because of an administering entity’s inability to
provide timely translation or interpretation services. This would include allowing
additional time for translation and/or interpretation without impacting an
applicant’s position on the MHA waitlist.

Review and updating: The MHA will periodically review and update the list of
vital documents to reflect those documents which are considered vital to
applicants and/or resi fso track existing translated documents thas
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C. Staff Training and Coordination

The MHA will provide training on LEP awareness and required assistance actions
under the Language Access Plan for employees. This will include:

Training: The MHA will make reasonable efforts to avail its staff and employees
of any available trainings on Language Access. MHA employees and staff who
regularly interact with MHA clients will be encouraged to complete periodic
refresher trainings on Language Access.

LEP Coordinator: The MHA has designated the Executive Director as the LEP
Coordinator, responsible for ongoing updating of LEP analysis, addressing staff
and public questions and issue related to LEP matters, and providing ongoing
LEP training.

D. Providing Notice to LEP Individuals

To ensure that LEP individuals are aware of the language services available to
them, the MHA will post LEP notices in multiple languages in the LHA’s
common areas, on the MHA’s website, and will make LEP notices available upon
request.

E. Monitoring and updating the Language Access Plan

The LAP will be reviewed and updated periodically as needed. The review will
assess:
e Whether there have been any significant changes in the composition or
language needs of the LEP-population in Essex County and/or based on
MHA data;
e A review to determine if additional vital documents require translation:
» A review of any issues or problems related to serving LLEP individuals
which may have emerged; and
» Identification of any recommended actions to provide more responsive
and effective language services.

Adopted by the Board of the Manchester Housing Authority on;

Attachment A: LHA's Four Factor Self-Assessment Analysis Regarding LEP Individuals
Artochment B: Language Assistance Protocols
Attachmens C: Important Document Notice

Aitgchment D0 Legal Notice Translation



Attachment A: MHA’s Four-Factor Self-Assessment Analysis Regarding Limited
English Proficiency (LEP) Individuals

1. Assessing the number and proportion of LEP individuals served or encountered
in the eligible service population.

Data estimates are based on the following data sources:

(a). Census data at the County level (for estimating potential LEP applicants encountered
by the MHA): a

See data graph (attached) compiled by U.S. Census Bureau of citizens of Essex
County aged 5 years and over for which English is spoken “less than very well.”

(b). Municipal Data [For use only where the % of LEP population speaking the language
in the City/Town is greater than the percentage for the County):

See data graph (attached) compiled by U.S. Census Bureau of citizens of
Manchester City/town aged 5 years and over for which English is spoken “less

than very well.”
Languages spoken by 5% more of this population are as follows:

(c). Applicant data (e.g., data on CHAMP application languages for estimating applicant
LEP population served):

Spanish 3%

(d). Tenant data (e.g., data on primary languages and communication preferences by
language for estimating tenant LEP population served):

English 98.75%

(e). Other (e.g., data on telephonic or in-person interpretation usage by language, data
from surveying other organizations serving LEP persons in the MHA region)

We have not received any requests, telephonic or in-person interpretation. As a result,
there is no data from surveying other organizations serving LEP person in the MHA
region,

Uages are
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2. Assessing the frequency with which LEP individuals come into contact with the
program, activity, or service.

It is rare that MHA encounters LEP applicants

3. Assessing the nature and importance of the program, activity, or service provided
by the program.

During the application process it would be an importance activity for LEP applicant to
need such services if needed.

4. Assessing the resources (e.g., translation services, bilingual staff, community
resources, etc.) available to the MHA and costs.

MHA has no bilingual staff, and there are limited community resources available to
MHA. Translation and interpretation will be conducted through Language Line Solutions,
this is the most cost effective and efficient method for MHA.
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Attachment B: Language Assistance Protocols
Interpretation Service: Language Line Solutions
Telephone Number:  1-888-808-9008

Website: www.Languageline.com

Identifying Need for Language Assistance:

Persons with LEP will often be able to convey, including through third parties, their need
for language assistance, although in some instances one or more of the following steps
may be necessary to identify the language and the nature of the assistance sought.

1) Utilize “I-Speak cards” where walk-ins occur to identify what language the
person reads or speaks. [-Speak cards are available at the following website:
hitps://www . lep.govisites/lep/files/media/document/2020-02/crel-1-speak-

booklet.pdi.

2) Consult available MHA staff who can provide initial support in identifying
languages and assistance needed by persons with LEP that come into direct
contact with the MHA in person, by telephone, or in writing.

4) Utilize LEA’s over-the-phone telephonic services account with Language Line
Solutions (see below for further information).

5) Other: Consult with other agencies assisting current applicant or resident.

Note: Persons with LEP must not be turned away or told that they must secure their own
interpreter or translator. Language assistance through interpreter or translator services as
appropriate must be sought as soon as possible and timing related rights must be
preserved while such services are being sought.

Protocols and Procedures for Providing Oral Language Assistance (Interpretation):

Select appropriate method for providing interpretation on a case-by-case basis depending
on the nature and importance of the communication, including whether in-person
erpretation 1s necessary for providing meaningful access to programs and services. The

lowing are interpreter resources for consideration:
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Community/other resources (e.g., non-profit assistance or inter-agency
partnerships)

Action Inc, maybe able to provide bilingual services for in-person
appointments. Contact the MHA’s Executive Directors at 978-526-1850 to
schedule appointment.

c. Currently Language Solution Line is to be used for over-the-phone
interpretation. Useful tips for using interpreter services and further protocols
for telephonic interpretation are provided below.

d. In-Person Assistance: In limited instances where in-person assistance is
necessary to ensure meaningful access and use of bilingual MHA staff is
determined to be insufficient or inappropriate (e.g., due to a conflict of
interest), the MHA may provide qualified in-person interpretation services at
no cost to the LEP individual either through Language Solution line or the
local community organizations such as Action Inc.

MHA will identify if there is need for language assistance, detailed above. ED
will determine if an onsite interpreter is required and will assist in the request to
accommodate.

Protocols for Using Over-the-Phone Interpretation:

[Insert applicable telephone number, PIN, and further instructions

o (all1-888-808-9008 and enter PIN

o At the prompt. state the language you need

e You will be asked if you need the interpreter to dial a third-party number for you.
Answering yes you be connected to an agent. Answering no, you will be directed
to the professional interpreter.

Additional Protocols for Administrative Staff

[y Utilize staff resources or the service to:

Determine the LEP caller’s question or issue.

Obtain the LEP caller’s name, contact information, and best times when
he or che can be reached,

T Locgmmy, ey T 075~ a4t +lia as
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corresponding to paragraph (1) (a)-(c) above as well as whether the issue
appears to be time sensitive.

3) Assist the staff person to utilize staff resources or over-the-phone
interpretation to follow-up with the LEP caller.

Note: the following are useful tips for utilizing over-the-phone interpreter services:

e Explain to the interpreter the purpose of the communication (i.e., assistance filling
out a housing application). It is also helpful, particularly for more complex
situations, to give the interpreter a brief overview and description of the
information to be conveyed.

e Provide brief explanations of technical terms of art that may come up during the
communication, such as eligibility, income limits, recertification, lease violation,
etc.

e Speak as if talking directly with the person with LEP and not with the interpreter.
It may be helpful to check in with the interpreter to make sure he/she is
understanding what you are saying. If in person, face the person with LEP and
look at him/her and not the interpreter.

e Speak in short sentences and enunciate words.

e Express one idea at a time and allow the information to be interpreted prior to
continuing.

e Avoid using acronyms, such as HUD, DHCD, etc.

e Inform the interpreter when you are no longer in need of his/her services.

Protocols and Procedures for Providing Written Language Assistance (Translation):

1) Translation of vital documents:
a. MHA staff:

Currently the MHA does not have any staff that is able to provide written
language assistance and will use Language Line Solutions to translate
documents

b. Community/other resources (e.g., non-profit assistance or inter-agency
partnerships}
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2)

3)

To the extent important documents have yet to be translated, free language
assistance terminology translated in other languages must be inserted with the

document (see “Attachment C”).

For legally binding documents, such as a lease, the translation must be
accompanied by a statement in the language of the translated document indicating
that the translated document is for informational purposes only and that the
English version is considered the legally binding document (see “Attachment D).




Attachment C: Important Document Notice

is an important document. Please contact [Manchester Housing Authority]
78- 5 .6 1850] for free language assistance.

cg cn'

[

Este documento es muy importante. Favor de comunicarse con él en
para ayuda gratis con el idioma. (Spanish)

Este ¢ um documento importante. Entre em contato com o no numero
para obter assisténcia gratuita com o idioma. (Portuguese)

Dokiman sila a enpdtan. Tanpri kontakte la nan pou asistans gratis
nan lang. (Haitian Creole)

B REE N - WRECHRERENES SN s BT

> (Chinese, Traditional)
PR BEE . MREFERNIIES RS, HHE Beeg 77 K

(Chinese, Simplified)

OT0 BECbMA BaXHbIN JOKYMEHT. CBSIKUTECH C COTPYAHUKOM ___ Ha NpesMeT okasaHus
BecnnatHon NOMOLLW MO NEPEBOLY Ha MHOCTPAHHBLIN A3bIK ( ). (Russian)

(Phone #)
IS /asI e S I‘UT:IQSW?%QS& [mRl=Fla8N

)

Iw‘&gﬁgmmsmsw zmﬁmhmmmﬁﬁﬁmﬁﬂ [Mon-Khmer, Cambodian]

|

bay la mét tai liéu quan trong. Vui long lién hé tai dé dwoc hé tro
ngon nglk mien phi. (Vietnamese)

Kani waa dukumentiyo muhiim ah. Fadlan kala so0 xiriir __ gsiaad u
hesho gargaar xagga lugadda oo bilaash ah. (Somali)

ilzell
[Phone #] [Agency Name] {Arabic)
Ce document est trés important. Veuillez contacter le au afin

d'obtenir une assistance linguistique gratuite. (French)

i praesenis ﬂ un documento importante. Si prega di contattere 8§ _ &l
ravars assislenza gratuita perla traduzione. (lialian)
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1S IS an important document. Please contact

S g Authority at s’
8-526-1850 for free language assistance.

To mapov éyypado sival onpavtikd. MapakoAw EMOKWVHOTE E TRV 0T0
A¢dwvo yio Swpeav yAwaooikn Bonbsia. (Greek)

Jest to wazny dokument. Prosze skontaktowaé sie z pod numerem
aby uzyska¢ bezpiatng pomoc jezykowsg. (Polish)

AL Fo BAYUTL RE o] Age ddde ol
A A L.

{Korean)

CNREELGXETY, EHOFEY-LAUINTHE, 0] FCTERES
AN

{Japanese)

Uw juplnp thuunwpnige b vagponud Gup Juwgdby
kquijwit Aph oqunipjutt hwdwp: (Armenian)

Becsuconzzmiisnadugush. ntguatodsiu 0 Bognoruqosciiomm
SruPICUWIZNoLIdtIRa. (Lao)

Ovo je vazan dokumenat. Za besplatnu pomoé vezanu za jezik, molimo vas kontaktirajte

na . (Serbo-Croatian)
,\.L.:\‘JC»: Ua _eﬁa\ﬁalﬁdhdﬁn&dﬂacmggj.ﬁ)‘53@3&!@556
S
(Urdu)
AL A5 Bolloll £t B, sUL 5800l Hacl ellsitsla Metd HR UR

ol AU5 s [Gujarati]

B

wnansidanudndn Tusedasa
drnsursnsahatndasnun e lEvE
(Thai)

F

(3 e ) by Ol ) Ol )

o aaas by o Caae balal ol
3 Soettetdime ol Jud Gandots Lalnd Jrecdant] | gelfons bt ()
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Attachment D: Legal Notice Translation

This document is for informational purposes only. The English version of this document is
considered the legally binding document.

Este documento es con el propdsito de informacion solamente. La version en Inglés de este
documento es la que se considera valida legalmente. (Spanish)

Este documento é para fins informativos. Somente a versdo em inglés deste documento ¢
considerada um documento legalmente obrigatério. (Portuguese)

Dokiman sila a se pou enfomasyon sélman. Se vésyon angle dokiman sila a nou konsidere antanke
dokiman ki angaje devan lalwa. (Haitian Creole)

FIEEEERRE S A - QA AENESURAWE R E B EERRNE -
{Chinese, Traditional)

RIALRE B TR . RA AU B3SO R BB R AR B .
(Chinese, Simplified)

DTOT [NOKYMEHT MNMpPUBEACH TOJBKO CO CIIPaBOYHO-MH(MOPMALHOHHBIMU UEIIMH. AHrIuHCKUi
BApPHAHT 3TOI0 JOKYMEHTA ABJIAETCA IOPHIHUSCKH 00s13aTesIbHbIM K HenoiiHenuto. (Russian)

AarmnSAuEugsmASue SRy afmnsiManHA IRt STasSHAMT
AFRIGHMUMSHRGIMYRE IGPUY (Mon-Khmer, Cambodian)

Tai liéu nay chi nhim muc dich théng tin. Phién ban tiéng Anh ciia tai liéu ndy duoc xem Ja mot
tai liéu co tinh rang budc vé mét phap ly. (Vietnamese)

Dukumentigan waa mid loogu tala galay mid wargelin ahaan oo kaliya. Qeybta ku goran afka
Ingiriiska ee dukumentigan ayaa u taagan dukumentiga sharciga ah. (Somali)

M 5l Aa jle 43455 481 11 02gd Lﬁ):‘la*-’y‘ Dl ey Gnd Al sleall u@b};‘m P RENPAIFAYN PRENITRY |

(Arabic)

Ce document est fourni 4 titre d’information uniquement. La version anglaise de ce document a
caractére obligatoire. (French)

@ esclusivamente scopo informative. La versione inglese




This document is for informational purposes only. The English version of this docurnent is
considered the legally binding document.

To napov éyypado sival povo mAnpodoptako. H AyyAwkn ekdoxn tou Bewpeltal vopukd
Sdeopeutiko éyypado. (Greek)

Niniejszy dokument stuzy wytacznie celom informacyjnym. Angielska wersja tego dokumentu jest
prawnie obowigzujaca. (Polish)

o] BAE Au AFEYUL o] BX9 AEBL WA T

tlo

g AR FE YT (Korean)

COXERGHEBREROAHEEHELELDOTY  AXEOEFBRIEEMH N EFOXELLBNET,

(Japanese)

Uju hwunwpninpp nbnbjunduijut tyuwnuyubph hudwp b dhugh: U
thwunupnph whqbpkh nwppkpuit £ hwdwpdnud hpuduputnpbi
wwpinwynplginng hhwuwnwpnine: (Armenian)

& ' 9 da -~ 5 K & A& & 8 oy o o o
Secvneentgmigasslglugourdsgesmulvicdslsaynciny.  entgmihlgidvs:duincegcmy
AovwrestcsvsrduwIZIdRochby. (Lao)

Ovaj dokument sluzi samo u informativne svrhe. Verzija ovog dokumenta na engleskom jeziku
se smatra zakonski obavezujuéim dokumentom. (Serbo-Croatian)

.d)ﬁj\:w:.ﬁylj:)s&u\_}ﬁJ}L@}lﬁujjjdﬁ‘)gu‘&ﬁjmﬁw\_dd&ﬁmméu}huPﬁjmdod
(Urdu)

211 £2d1d% it HilEdlott 3qad) HI2 o B, il ecildoss] 2% U slefedl Id vitead ety
SR IH] 149, (Gujarati)

g o v Yy g 3/ . 2
aansidmsulndudoyamniv
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ajumedsnguueenmsiaoluends AU sZENRHAIING NI
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yoken at Home by Ability to Speak English Less than” Very Well” for the Population 5 Years and

‘Total Spanish or Portuguese | Chine | French Vietname | Russia | Arabi | Mon- |
Fopulation Spanish or Portug. se Creole se n c Khmer,
j Creole Creole Cambodian
222,343 78,067 62,626 | 31,741 25,169 15,086 13,655 | 12,223
851 1,657 329 76 90 186 65 133
1,584 253 199 14 49 219 35 32
318 10,660 23,081 1,258 1,763 427 138 416 008
5,207 11 428 11 o) 0 0 0 17
720,287 49,968 3,649 1,881 1,095 1,543 1,986 1,324 | 2,225
67,882 347 109 164 0 66 127 16 8)
140,557 27,487 2,323 842 247 1,198 1,945 441 118
154,882 1,059 13 1,095 6 143 28 29 221
31,458 22,640 20,320 | 7,212 4,353 4,589 3,672 | 7,046
431 24 67 28 0 5 0 2
} 650,320 4,329 3,575 17,360 | 2,750 3,473 2,681 1,572 | 202
476,457 3,903 9,361 721 4,980 469 81 375 27
65,699 6,341 14,948 | 12,899 8,672 3,139 4,079 | 942
4,, 24,556 4,613 3,431 671 4,686 862 1,631 260
French (incl. | Italian Korea | Greek Polish Gujara | Hindi | Japanese |
Patois, n H
! Cajun)
6,339,745 10,967 9,792 7,694 | 6,595 5,754 3,927 3,609 | 3,434
L 206,315 08 Q5 69 229 19 162 s} 32
18
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MANCHESTER HOUSING AUTHORITY

FAIR HOUSING MARKETING PLAN
INTRODUCTION

The Manchester Housing Authority (“MHA”), its Board, and staff are responsible for
implementing federal and state civil rights laws that affect the admission, occupancy, and
procurement of services for the MHA. When developing, marketing, or leasing units, the
following Fair Housing Marketing Plan applies.

L. FEDERAL FAIR HOUSING LAWS!

A. The Fair Housing Act (Title VIII of the Civil Rights Act of 1968)
i.  Asamended, prohibits discrimination in the sale, rental, and financing of
dwellings based on race, color, religion, sex, familial status, national origin, or
disability.

B. Title VI of the Civil Rights Act of 1964
i.  Prohibits discrimination based on race, color, or national origin in any
program or activity receiving federal financial assistance.?

C. Age Discrimination Act of 1975
i.  Prohibits discrimination based on age in any program or activity receiving
federal financial assistance.
ii.  Exceptions may apply when age is used as part of criterion for a program that
has a statutory age limit, or is otherwise statutorily authorized.

D. Section 504 of the Rehabilitation Act 0of 1973
i.  As amended, prohibits discrimination against persons with disabilities in any
program or activity receiving federal financial assistance.

E. Title Il of the Americans with Disabilities Act
i.  Prohibits discrimination against person with disabilities in all services,
programs, and activities of state and local public entities.

F. The Architectural Barriers Act of 1968
i.  Requires buildings and facilities that are constructed by or on behalf of the
United States, or leased by the United States, or buildings financed in whole
or in part by a grant or loan made by the United States, to be accessible to
persons with disabilities.

! This is not intended to be an exhaustive list. A brief summary is provided for each law. To access the full text of a
particular law, click the embedded URL.

2 “Program or activity” under Title VI, Section 504 of the Rehabilitation Act, and the Age Discrimination Act noted
above means “all the operations” of the covered recipient of federal financial assistance.



II. MASSACHUSETTS FAIR HOUSING LAW

A. M.G.L. ¢. 151B

1. Prohibits discrimination on the basis of race, color, religious creed, national
origin, sex, age, ancestry, genetic information, veteran/military status, sexual
orientation, gender identity, marital status, presence of children, disability or
receipt of public assistance, including housing subsidies in the sale, rental, or
lease of covered dwelling units, including publicly assisted dwelling units.

B. Massachusetts Equal Rights Law (M.G.L. ¢. 93, § 102)

i.  Provides that all persons within the Commonwealth of Massachusetts,
regardless of sex, race, color, creed, or national origin, shall have equal rights
to make and enforce contracts, and to inherit, purchase, lease, sell, hold, and
convey real and personal property.

C. Article CXIV of the Massachusetts Constitution
1. Provides that “no otherwise qualified handicapped individual shall, solely on
the reason of his handicap, be excluded from the participation in, denied the
benefits of, or be subject to discrimination under any program or activity
within the Commonwealth.”

D. M.G.L.¢121B.,§ 32
i.  Prohibits discrimination and segregation in MHA-operated housing on the
basis of race, color, creed, religion, blindness or physical handicap.

II1. FAIR HOUSING MARKETING PLAN

This Fair Housing Marketing Plan (“FHMP”) is adopted in accordance with the federal and state
laws listed above, as well as state-aided public housing regulations at 760 CMR 4.07. Pursuant to
760 CMR 4.07, the MHA shall biennially determine whether the percentage for each minority
group in the MHA’s housing by program (i.e., elderly/handicapped program and family
program) is significantly below® the percentage for the minority* group in the city or town or in
the general population of the applicable metropolitan statistical area (“MSA”), whichever is
greater, and, if so, shall update and implement this FHMP to ensure affirmative outreach to the
minority group.

3 For this purpose, “significantly below” means that the percentage for each minority group in the MHA’s housing
for a given program is at least one percentage point below the percentage for the minority group in the city or town
or in the general population of the applicable MSA, whichever is greater. For example, Asian households comprise
5% of residents in the MHA’s Chapter 667 housing, but 6% or more of the population in the city or town or the
applicable MSA, whichever is greater, the percentage in the MHA’s housing would be deemed “significantly
below”.

* “Minority” has the meaning assigned to it in 760 CMR 5.03: Definitions.



The MHA has an ongoing responsibility to ensure that people in the local city or town, the
primary MSA, and the communities from which applicants have historically applied for housing
are aware of the availability of units and given an opportunity to apply. The MHA shall initiate a
marketing effort whenever any of the following situations occur:

a. the MHA has any minority group among its tenant population that is significantly
below the percentage for the minority group in the Town of Manchester-by-the-
Sea, MA or in the general population of the Boston-Cambridge-Newton, MA-NH
Metro Area MSA, whichever is greater;

b. the waiting list, including available MRVP vouchers, is less than the number of
applicants anticipated to be placed in the next 12 months;’

c. applications for new programs or units will be accepted; or

d. the overall minority household population (where at least one household member
is a minority) is less than the MHA’s Affirmative Action Goal adopted pursuant
to 760 CMR 5.10(3).

IV. DEMOGRAPHICS OF THE [CITY/TOWN] AND MSA
Percentage of Manchester-by-the-Sea that is:
Black or African-American: 0%
Asian: T %
Native Hawaiian or Pacific Islander: 0 %
American Indian or Alaskan Native: 0 %
Hispanic/Latino: 1.5%
Percentage of Boston-Cambridge-Newton, MA-NH Metro Area MSA that is:
Black or African-American: 8.2 %
Asian: 8.4 %
Native Hawaiian or Pacific Islander: 0 %
American Indian or Alaskan Native: 1 %

Hispanic/Latino: 11.9%

3 Marketing of MRVP PBV waiting lists administered by MHAs will include postings with Housing Navigator at
https://www.housingnavigatorma.org/.



Percentage of MHA elderly/handicapped tenant population that is:

Black or African-American: 2.5%

Asian: 0%
Native Hawaiian or Pacific Islander: 0 %
American Indian or Alaskan Native: 0 %

Hispanic/Latino: 0%

Percentage of MHA family tenant population that is:

Black or African-American: 25%
Asian: 0%
Native Hawaiian or Pacific Islander: 0 %
American Indian or Alaskan Native: 0 %

Hispanic/Latino: 0%

V. MARKETING CONTENT - GENERALLY

A.

Marketing for MHA units, as well as for the MHA as a whole, will provide information,
maximum opportunity, and otherwise attract eligible persons protected under federal and
state fair housing laws who are less likely to apply.

When undertaking marketing efforts, the MHA shall utilize the following advertising
methods:

i. Advertisements will be posted on the MHA’s website and social media
accounts. Social media postings will be made in all threshold languages, as
determined by the MHA’s Language Access Plan adopted pursuant to 760 CMR
4.02(1)(e).

ii. Advertisements will be shared with the local fair housing commission, area
religious institutions, local and regional housing agencies, civic groups, social
services agencies, and other local community organizations, including: local
organizations: regional Housing Consumer Education Center, area community
development corporations, area Continuum of Care, area Independent Living
Center, GLAAD, Massachusetts Coalition for the Homeless, Catholic Charities,
United Way, YWCA, Casa Myrna and area domestic violence agencies, Greater
Boston Interfaith Organization, local community colleges, etc.



iii. Advertisements will be placed in the digital or print versions of local and
regional newspapers, including: The Cricket, Gloucester Daily Times, Salem
News, The Eagle-Tribune, etc.

iv. Advertisements will be placed in the print versions of non-English publications
(in the language of the publication) based on the prevalence of particular language
groups in the regional area, including: The Boston Globe, The Eagle-Tribune,
e.g., non-English publications: El Mundo, Sampan, Brazilian Times, El Planeta,
Vocero Hispano, El Pueblo Latino, O Jornal, Thang Long, etc.]

v. Advertisements will also be disseminated by advertising methods that may
include the use of flyers, radio, advertisements on public transit, billboards, etc.

All materials being used for advertisements should direct potential applicants to the
online application at CHAMP and indicate that paper applications may be downloaded
and printed out from the DHCD website or picked up at the management office of any
local housing authority. Applicants may also request that MHA send them an application
by mail.

Application information must also include a statement regarding the MHA’s obligation
not to discriminate in the selection of applications.

The size of the advertisements, including the content of the advertisement, as well as the
dates of the advertising, will be comparable across regional, local, and minority
newspapers.

The local residency preference will not be advertised so as not to discourage non-local
potential applicants.

The Fair Housing logo (@) and slogan (“Equal Housing Opportunity™) will be included
in all marketing materials. All marketing will be comparable in terms of the description
of the opportunity available and the dates of marketing, regardless of the marketing type
(e.g., local newspaper vs. minority newspaper).

All marketing will offer reasonable accommodations in the application process.

[IF APPLICABLE] Units in the Boston MSA will be reported to the Boston Fair Housing
Commission’s MetroList whenever they become available (including upon turnover).

VI. SPECIAL EFFORTS TO ATTRACT MINORITY APPLICANTS

A.

B.

MHA will reach out to Action Inc. and Catholic Charities to assist in attracting applicants
from members of underrepresented minority groups.

In addition to local and regional newspapers, advertisements will be placed in
newspapers that serve minority groups and other groups protected under fair housing
laws, including: (e.g., The Bay State Banner, El Mundo, Sampan, Brazilian Times,



El Planeta, Vocero Hispano, El Pueblo Latino, O Jornal; etc.] Notices will also be sent to
organizations to ensure affirmative outreach to under-represented minority groups
identified in accordance with 760 CMR 4.07 [LIST ORGANIZATIONS] [e.g., the Asian
American Civic Association, Asian American Development Corporation, Black
Ministerial Alliance of Greater Boston, Casa Esperanza, Greater Boston Interfaith
Organization, Catholic Charities Haitian Multi-Service Center, La Alianza Hispana,
Massachusetts Alliance of Portuguese Speakers, Massachusetts Commission on Indian
Affairs, METCO, Massachusetts Center for Native American Awareness, Massachusetts
Office on Refugees and Immigrants, NAACP, Refugee and Immigrant Assistance Center,
Somali Development Center, Vietnamese American Initiative for Development
(VietAID), etc.].

VII. OUTREACH EFFORTS TO PERSONS WITH DISABILITIES

A.

THE MHA REGARDING PERSONS WITH DISABILITIES. SUCH OUTREACH
WILLINCLUDE PROVIDING NOTICE OF ACCESSIBLE UNITS WITH
MASSACCESS (http://www.massaccesshousingregistry.org) OR A SUCCESSOR
WEBSITE/REGISTRY IN ACCORDANCE WITH M.G.L. C. 151B. § 4(7A).%]

All marketing will offer reasonable accommodations in the application process. The
MHA will also provide application materials in alternative formats, engage in alternative
means of communication through auxiliary aids and services, and/or provide assistance with
the application process as necessary to ensure that persons with disabilities are reasonably
accommodated and have equally effective access to the MHA’s programs.

VIII. LANGUAGE ASSISTANCE FOR APPLICANTS WITH LIMITED ENGLISH
PROFICIENCY

Marketing informational materials will provide notice of free language assistance to applicants,
translated into the languages of Limited English Proficiency (“LEP”) populations anticipated to
apply in accordance with the MHA’s Language Access Plan.

® Pursuant to M.G.L. ¢. 151B, §4(7A), the owner or other person having the right of ownership shall give at least
fifteen days’ notice of the vacancy of a wheelchair accessible unit to the Massachusetts Rehabilitation Commission,
which shall maintain a central registry of accessible apartment housing.



VIII. MARKETING TIMELINE

A. All advertisements will run annually a minimum of two times. The first set of
advertisements will run as soon as possible after the MHA determines that marketing
efforts are necessary. The second set of advertisements will begin running at least thirty
(30) days after the end of the first set of advertisements.

B. All advertisements will be designed to attract attention.

The marketing timelines will be as follows: When MHA first recognizes a need to meet
obligation : (i) advertising and other outreach by publication/organization; as outline in
section VI, B

IX. PLANS FOR CORRECTING NEGATIVE PROCEDURES OR POLICIES

A, A, MHA will house applicants in accordance to the Fair Housing Plan to the best of its
ability. MHA will correct and make right any negative effects to applicants if any to an applicant
of the minority or any person protected under the Fair Housing Laws, as established pursuant to
760 CMR 5.10(3).






Manchester Housing Authority Fair Housing Marketing Plan

1. INTRODUCTION : The Manchester Housing Authority (“MHA”) is committed to
ensuring fair and equal access to housing.

4.07: LHA Fair Housing Marketing Plan

(1) When a Fair Housing Marketing Plan is Necessary. All LHAs shall
engage in and promote fair housing and engage in tenant selection practices
so as to prevent discrimination and to promote equal opportunity. The
Department shall from time to time review an LHA's tenant selection policies
or practices. Each LHA shall biennially determine whether the percentage for
each minority group in the LHA's housing by program is significantly below
the percentage for the minority group in the general population of the city or
town or in the general population of the applicable metropolitan statistical
area, whichever is greater, and, if so, shall update and

implement its written fair housing marketing plan (FHMP) to ensure
affirmative outreach to the minority group. The term "minority" shall have
the meaning provided in 760 CMR

5.03: Definitions.

(2) Contents of the FHMP. An LHA's FHMP shall include, but not
necessarily be limited to, the following:

760 CMR: DEPARTMENT OF HOUSING AND COMMUNITY
DEVELOPMENT

(a) Specification of the percentages for each minority group in the general
population of the city or town and in the general population of the
metropolitan statistical area; based on the most current available census data.
(b) Provision for correction of any procedures or policies which have had a
negative effect on applications by or selection of minorities or other classes
of persons protected under fair housing laws






5.10: Placements and Offers

(1) General Provisions for Placements.

(a) Placements are to be made in elderly/handicapped housing to achieve a
mixed population of elderly households in 86.5% of the units and
handicapped households in 13.5%

of the units. The LHA shall place applicants in accordance with 760 CMR
5.10(2) in order

to attain or to sustain these percentages. Such placements shall also be made
in accordance with any applicable priority and preference categories and the
affirmative action preference, if applicable.

(b) Any accessible or modified unit shall be offered to an applicant household
which includes a person, regardless of ag e, who has a physical handicap
which handicap necessitates one or more of the special design features of the
unit.

(c) Except as provided in 760 CMR 5.10(1)(a) and (b) and subject to the
affirmative action preference, if applicable, when a unit or rental assistance
voucher becomes available, it shall be offered to the applicant for the
applicable program with an appropriate household size who has the earliest
date and time stamp in the highest preference category within the highest
priority category.

(2) Placements by LHA in Elderly/Handicapped Housing. Prior to making a
placement in elderly/handicapped housing, the LHA shall determine the
LHA's current percentage of St. 1954, c. 667 units occupied by handicapped
households. In making this determination the LHA shall count all St. 1 954,
c. 667 unit s, including St. 1954, c. 667 congregate units, St. 1954, ¢. 667
section 8 new construction or substantial rehabilitation units, St.1954, c. 667
modified units, and St. 1954, ¢. 667 conventional units. The LHA shall then
place applicants as follows:

760 CMR: DEPARTMENT OF HOUSING AND COMMUNITY
DEVELOPMENT

5.10: continued

(a) If the percentage of units occupied by handicapped households is less than
13.5%, the LHA shall place one eligible and qualified handicapped
household for e ach eligible and qualified elderly household place d until
such time as the percentage of handicapped households equals or exceeds
13.5%.



(b) If the percentage of the units occupied by handicapped households equals
or exceeds 13.5%, the LHA shall place eligible and qualified elderly
households until such time as the percentage of handicapped households falls
below 13.5%.

(c) If the percentage of units occupied by handicapped households equals or
exceeds 13.5%, but the LHA has exhausted its waiting list of eligible and
qualified elderly households, the LHA shall place those eligible and qualified
handicapped households whose members have attained 50 years of age, but
are younger than 60 years old, until such time as the percentage of
handicapped households falls below 13.5% or until there is an application
from an eligible and qualified elderly household.

(d) If the percentage of units occupied by handicapped households equals or
exceeds 13.5%,and the LHA has exhausted its waiting list of eligible and
qualified elderly households and eligible and qualified handicapped
households whose members have attained 50 years of age,

but are younger than 60 years old, the LHA shall place eligible and qualified
handicapped households, without regard to age, until there is an eligible and
qualified elderly household or, in the absence of such an elderly household,
an eligible and qualified handicapped household whose members have
attained 50 years of age, but who are younger than 60 years old.

(3) Placement by LHA Granting Affirmative Action Preference. Affirmative
Action Goals have been established for many LHAs as a specific remedy for
discriminatory effects in tenant selection. The affirmative action preference
in placement remains in effect, subject to review by the Department and
applicable law. On an annual basis each LHA shall determine whether

the number of households in its family housing with at least one Minority
member and the number of Minority households in its elderly/handicapped
housing with at least one Minority member meets the applicable Affirmative
Action Goal. If the number of households with at least one Minority member
for either type of housing fails to meet the LHA's goal, the LHA shall
provide an affirmative action preference in placement for the type of housing
involved until the goal is met. If an LHA provides such a preference, the
LHA, subject to Department approval, shall establish a placement rate by



which it will place Minority and non-minority applicants during the next 12
months. The LHA shall establish the percentage of its placements to which
the preference shall apply for each type of housing involved; such percentage
shall not be higher than 33.33% nor less than 20% of placements made for
any type of housing. The affirmative action preference in placement, when
applicable, shall result in selection of applicants with at least one Minority
household member f or a unit of ap propriate size in accordance with the
highest preference category within the highest priority category of general
applicability. The affirmative action preference shall not limit the placement
of'a Minority household which would otherwise be due the next unit offer.

(4) Offers to Applicants.

(a) An applicant offered a unit must accept the offer within seven business
days of the date of the written offer. For good cause, the L HA may extend
the time for response. An applicant is entitled to only one offer of a unit of
appropriate unit size provided that the LHA shall offer another unit when the
applicant provides reliable documentation establishing that the unit offer ed is
inappropriate and would cause severe and unreasonable hardship. An
applicant who fails to accept the offer of a unit within seven business days or
to provide such documentation within that period, shall be removed from the
waiting list for that program at that L HA and after being removed from the
waiting list, i f the applicant files a new application with that LHA, the
applicant shall not be entitled to any priority or preference previously
received based on information provided in that application for a period of
three years. The LHA shall give the applicant notice of the removal of the
application from the LHA's waiting list for that program and the right to
request review pursuant to 760 CMR
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MANCHESTER HOUSING AUTHORITY
PARKING POLICY/RULES AND REGULATIONS

The following documents set out the practices and procedures regarding
parking for our residents of Family and Elderly Housing.

General Rules and Regulation: Ther is only one vehicle allowed per unit on the
elderly sites:

1. All Manchester Housing Authority parking areas are specifically for the use
of our Residents only.

e Elderly Housing: Where we have space to allow for visitor parking.
If you have a car that is registered to you at your Manchester
Housing Authority address, you may receive a space (if available)
and a parking sticker. Your designated parking space is for your use
only; you cannot allow visitors or other residents to use the space

that was designated to you.

* Family Housing: If space allows, you can request a visitors parking
pass. It expires 7 days from the date it was given. You must also
leave a $ 20.00 cash deposit to receive the pass; you will get your
deposit back if the pass is returned by the expiration date. Visitors
parking will be in a designated area of the available parking space.

In order to be entitled to park in any development, each resident must
have a vehicle legally registered in the tenant’s name at your Manchester
Housing Authority address.
3. Vehicles without an (or expired) inspection stickers or registration will be
towed at the vehicle owner’s expense.
4. Cars with flat tires, on blocks or appear to be a hazard or abandoned, will
be towed at the vehicle owner’s expense.
5. Cars not parked completely within the designated lanes of the parking
space will be towed.
6. Cars parked in any area which is not an authorized parking area, will be
towed; do no park on lawns, sidewalks, or other areas not designated for
parking.

g







Working on cars is not permitted on the MHA property. Cars constantly
being motionless on MHA property, an unauthorized vehicle parked on the
property are subject to tow at the vehicle owner’s expense.

. Vehicles parked in handicapped, MHA staff, or other assigned parking areas

without proper authorization and or parking stickers are subject to fine and
towing at the vehicle owner’s expense.

Only normal passenger vehicles are allowed to park on MHA property.
Boasts, RV’s, trailers of any kind, commercial trucks and buses are not
allowed to park the MHA property and will be towed at owner’s expense.

10.In developments where there is assigned parking and parking stickers

°ON P>

have been issue:

. Elderly Housing: Once you have been assigned a parking space, that is your

space for the duration of your lease at the MHA, unless reassigned by MHA
administration. All requests for a new space will be denied unless you are in
need of a handicapped space. Once you have provided a reasonable
accommeodation request and have provided documentation to our office
that you are qualified to have a handicapped space, we will place your
name on our handicapped space waiting list.

Vehicles must display the appropriate sticker to the vehicle we have on file;
vehicles parked in an assigned space without the appropriate sticker will be
towed at vehicle owner’s expense.

. The Manchester Housing Authority must be advised immediately if the

vehicle assigned to a space is sold, is no longer in active use or will be
absent from the space for more than 30 days or if you have replaced the
vehicle with another vehicle.

Each Housing Authority resident is hereby advised of and should
carefully note the following rules and regulations pertaining to the
procedures related to parking

If you do not own a vehicle, you do not have a designated parking space.
I'your assigned space is taken, do not park in someone else’s space

Do not allow someone else to use your space.

If you purchase a new car, you must provide a copy of your registration to
the housing office to get a new sticker.







E. You are not allowed to swap spaces with other residents.

F. Advise all your visitors of MHA’s parking rules.

G. Please be cooperative with the maintenance staff if they ask you to move
your vehicle to plow or for any other maintenance issue/repair.

Elderly residents: you are only allowed one parking space.

Family residents: You are allowed a second space if there is extra space, the
second vehicle must be registered to a family member on your lease and with
your MHA address.

7 ~
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MANCHESTER HOUSING AUTHORITY

STATE PUBLIC HOUSING
TRANSFER POLICY

The Manchester Authority reserves the right to transfer a public housing tenant in accordance with
state public housing regulations as outlined below from an excerpt of 760 CMR §5.03.

Transfer for Administrative Reasons. Transfer of a household from one unit to another within one
LHA at the discretion of the executive director of an LHA at any time for a sound administrative
reason such as: fire in or condemnation of an occupied unit; harassment or abuse of a tenant or
household member; or change in the number of persons in the household so that the unit is no longer of
appropriate unit size for the household. A transfer for administrative reasons may be made between
units in elderly/handicapped housing and family housing in the event that transfer cannot be made to a
unit of appropriate unit size in the same type of housing, provided that the household is eligible for the
housing to which the transfer is made.

Transfer for Good Cause. Transfer of a household from one unit to another within one LHA because
the unit is no longer of appropriate unit size, or there is a compelling and documented medical
impairment which could be substantially improved by transfer to another available unit. A transfer for
good cause may be made between units in elderly/handicapped housing and family housing in the
event that transfer cannot be made to a unit of appropriate unit size in the same type of housing. In the
absence of mitigating circumstances deemed sufficient by the LHA, a transfer for good cause shall not
be made, unless the applicant: (a) has filed a transfer application complete with all supporting
documentation; (b) is current in rent, charges and fees owed to the LHA; and (¢) has not committed
and household members have not committed any serious violations of the lease for at least two years,
and the applicant is not subject to eviction proceedings or to the terms of an agreement for judgment in
a prior eviction proceeding.

The Manchester Housing Authority reserves the right to transfer a public housing tenant between
housing authorities in accordance with any interagency agreement such as a Management Services
Agreement executed between authorities. The transfer of a tenant from one housing authority to
another will be in accordance with state and federal public housing regulations. An administrative
transfer may be granted at the discretion of the executive director.
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HOUSING SITUATION PRIORITY POLICY FOR LHAS

|. STATEMENT OF POLICY AND PURPOSE. Through this Policy, DHCD seeks to establish a fair and
uniform standard to be applied to all applicants for Housing Situation Priority Status to the end that similarly
situated applicants will receive similar treatment. Requirements as to evidence, documentation and
verification employed by the LHA in making determinations of Housing Situation Priority Status shall be
reasonable in relation to the realistic capacity and resources of the applicant.

1. DEFINITION OF HOMELESS APPLICANT. As required by 760 CMR 5.11 and consistent with the
definition in 5.03, the LHA shall define a “Homeless Applicant” as an applicant who has been or is imminently
faced with displacement from his/her “Primary Residence” as a result of circumstances described in Section
il below, and who:

(A) is without a place to live or is in a living situation in which there is a
significant immediate and direct threat to the life or safety of the applicant
or a household member which situation would be alleviated by placement
in an appropriate unit; and

(B)  has made reasonable efforts to locate alternative housing; and

(C)  has not caused or substantially contributed to the safety- or life
threatening situation; and

(D) has pursued available ways to prevent or avoid the safety- or life
threatening situation by seeking assistance through the courts or

N appropriate administrative or enforcement agencies.

“Primary Residence” is defined by 760 CMR 5.03 as the principal home (domicile) intended to be occupied
by all members of an applicant household not less than nine months of the year.

ll. THE LHA SHALL GRANT PRIORITY 4 -HOUSING SITUATION PRIORITY STATUS to an otherwise
eligible and qualified “Homeless Applicant” who meets the definition in Section Il above, and who is displaced
from his/her “Primary Residence” under the following circumstances:

(A) Homeless and Facing a Significant Inmediate and Direct Threat to the Life or Safety of the
Applicant or any Household Member for Causes Other Than the Fault of the Applicant or Member of
the Applicant Household. Applicants are "homeless and facing a significant immediate and direct threat to
life or safety” if they meet the definition set out in Section Il above. "Causes other than the fault of the
applicant or member of the applicant household" shall mean causes outside their reasonable control,
including an eviction because of a condominium conversion or rehabilitation of the property or because the
landlord wants the unit for his own or family use, and other circumstances as determined by the LHA.

(B) Severe Medical Emergencies. An applicant is suffering a severe medical emergency if the
applicant or member of the applicant household is determined by the LHA to suffer from an illness or injury

posing a severe and medically documented threat to life or safety which has been significantly caused by the
lack of suitable housing or as to which the lack of suitable housing is a substantial impediment to treatment or

recovery.
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~._ (C) Abusive Situation. An applicant is in an abusive situation if the applicant or member of the
_pplicant household is determined by the LHA to be a victim of abuse as defined in the Abuse Prevention Act
(G.L. c.209A, §1), which abuse constitutes a significant and direct threat to life or safety. The Abuse
Prevention Act defines “abuse” as the occurrence of one or more of the following acts between “family or
household members”: (1) attempting to cause or causing physical harm; (2) placing another in fear of
imminent serious physical harm; or (3) causing another to engage involuntarily in sexual relations by force,
threat or duress. “Family or household members” are individuals who are related by blood or marriage, have
a child together, or who now or formerly resided in the same household or dated each other.

IV. ADMINISTRATION OF THE POLICY

(A) Applications. Applicants who claim their housing situations are a Housing Situation Priority as
defined by this Policy will be presumptively placed on a waiting list in accordance with their claimed priority
status. LHAs will verify all applicant housing situations prior to screening for eligibility and qualifications. If the
applicant is found not to qualify for Housing Situation Priority Status, he or she shall be treated as a Standard
Applicant.

(B) Placement. When an applicant has been determined by the LHA to qualify as an Housing
Situation Priority applicant, the applicant shall be offered the next appropriate and available unit, in
accordance with the priority ranking of 760 CMR 5.09(1) and the preference ranking of 760 CMR 5.09(2). If
no appropriate unit is then available, the applicant shall remain as a Housing Situation Priority on the waiting
list for each appropriate housing program and bedroom size. If the LHA determines that an applicant granted
Mausing Situation Priority Status but not yet offered a unit has obtained permanent housing suitable for
_s/her household size and income, the applicant shall no longer be considered an Housing Situation Priority
applicant, and shall remain on the appropriate waiting lists as a Standard Applicant.

(C) Records. The LHA shall maintain records with regard to Housing Situation Priority applicants in
accordance with 760 CMR 5.16.

(D) Relationship to Affirmative Action Goals. If DHCD at any time determines that the number of
applicants granted Housing Situation Priority Status substantially interferes with the achievement of
Affirmative Action goals by one or more LHAs, then DHCD may take any and all actions necessary to
maintain a proper balance between Housing Situation Priority and Affirmative Action applicants.

V. PROCEDURES FOR PROCESSING HOUSING SITUATION PRIORITY APPLICATIONS. When an
application nears the top of a waiting list, the LHA shall determine whether the applicant is eligible by
obtaining third party verification of the information in the application. The applicant must qualify under each
of the criteria set forth below:

(A) Determine whether the applicant is a “Homeless Applicant” as defined above, and if so;
(B) Determine whether displacement has been or will be from the applicant's “Primary Residence,” as

defined above, and if so;
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(C) Determine whether the applicant meets all of the requirements in any one of the Paragraphs (1, 2,
~~_ or3)below.

1. Requirement of Paragraph 1:
The loss of housing was not caused by the fault of the applicant or
household member.
2. Requirements of Paragraph 2:
a. the applicant or a member of the applicant household is
suffering an iliness or injury which poses a severe and medically
documented threat to life or safety; and
b. the medical emergency has either been significantly caused by lack of suitable
housing or lack of suitable housing is a substantial impediment to treatment or recovery.
3. Requirements of Paragraph 3:
a. The applicant or a member of the applicant household is the victim of abuse as defined in
Section 1ll (C); and
b. the abuse constitutes a significant immediate and direct threat to life or safety of the
applicant or a member of the applicant household.

If the criteria in Sections V (A) and (B) and the requirements of Paragraph 1, 2 or 3 of Section V (C)
above have been met, then:

(D) Determine whether the applicant is eligible under the standards set forth in
760 CMR 5.06 and 5.07.

i (E) Determine whether the applicant is qualified under the standards set forth in
760 CMR 5.08.

Housing Situation Priority Policy For LHAs 1/2019







o ‘\

760 CMR

5.05: Application Procedures

(1) Every applicant shall use the Statewide Online Application System or application forms
approved by the Department. The application forms shall be available at all LHAs' central
offices or, upon request, by mail. LHAs shall provide reasonable assistance to applicants in
completing the application forms. When an applicant submits a paper application form at any
LHA, the LHA shall accept the application and promptly enter the information thereon into the
Statewide Online Application System.

(2) Every application entered into the Statewide Online Application System shall receive a date
and timestamp for each program at each LHA to which the application is made. Applicants may
return to their online applications to view their application status and to make changes at any
time. Applicants may also make changes at any LHA in person or by mail.

760 CMR: DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

5.05: continued

(3) Determinations of Priority, Preference, Eligibility and Qualification.

(a) When an applicant approaches the top of a waiting list for an LHA program to which the
applicant has applied, the LHA shall make a final determination of the applicant's priority,
preference, eligibility and qualification. The applicant shall update the application and

provide any additional information or verification reasonably required by the LHA.

(b) If the LHA determines that an applicant is not eligible for a claimed priority or

preference or is ineligible or unqualified for housing, it shall send written notification to the
applicant of:

1. the determination;

2. the reason(s) for the determination detailing the material facts; and

3. the right to request a private conference to redetermine the applicant's priority,

preference, eligibility and/or qualification pursuant to 760 CMR 5.13.

After a final determination of priority, preference, eligibility and/or qualification has been
made by the LHA, that determination will govern the application only for the application to
that program at that LHA in the Statewide Online Application System. If an applicant who

has been removed from the waiting list reapplies for any program at that LHA, the
reapplication will receive a new date and time stamp, and new final determinations shall be
made on the application when the application reaches the top of the waiting list.

(4) When an application for a transfer for good cause is denied, when an application for
addition of a household member is denied, or when the LHA orders an administrative transfer,
a household member, who has signed the lease, may grieve the decision of the LHA under the
grievance procedure, and this shall be the sole administrative remedy.

5.06: Income Eligibility

(1) Income limits for admission of an applicant to state-aided public housing and for
participation in the AHVP shall be set at two year intervals. The income limits shall be the "Low
Income Limits", set by the United States Department of Housing and Urban Development
(HUD), then in effect, for a similarly sized household in the city or town in which the LHA is
located. Household income shall be determined in the same manner as net household income
for rent determination provided that income shall be imputed to assets which have been disposed
of as provided by 24 CFR Part 5, Subpart F.

(2) A household occupying a unit in elderly/handicapped housing shall remain eligible for
continued occupancy until such time as 30% of its monthly net household income equals or
exceeds the fair market rent (FMR) then in effect for the Section 8 Existing/Voucher Program
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for a unit of appropriate unit size in the area in which the LHA is located.

(3) A household occupying a unit in family housing shall remain eligible for continued
occupancy until such time as 32% of its monthly net household income equals or exceeds the fair
market rent (FMR) then in effect for the Section 8 Existing/Voucher Program for a unit of
appropriate unit size in the area in which the LHA is located.

(4) An AHVP participant shall remain eligible for continued occupancy in a unit until such time
as the participant's rent share equals or exceeds the contract rent. The participant shall retain his
or her AHVP voucher for 90 days from the date on which the LHA determines that the
participant's share equals or exceeds the contract rent. At the end of that period, if the
participant's share continues to equal or exceed the contract rent, the household will not be
eligible for continued assistance under the AHVP.

5.07: Eligibility of Handicapped Persons

(1) The definition of handicapped persons of low income is set outin M.G.L. ¢. 121B, § 1. A
handicapped person of low income, as so defined, may have one or more physical or mental
impairments, which shall be considered in conjunction with each other if more than one exists.
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(2) The LHA shall determine whether non-elderly applicants for elderly/handicapped housing
are handicapped persons of low income. Upon request, the applicant shall provide
documentation sufficient for the LHA to be able to make a determination of eligibility. Such
documentation shall be subject to third-party verification. As part of the determination process
the following actions and findings are necessary.

(a) The applicant shall provide certification by a physician documenting a physical or

mental impairment which is expected to be of long and continued duration, but at least for
more than six months;

(b) the LHA shall determine that either certain special architectural design features or lowrent
housing are not available in the private market and that the applicant is faced with living

in an institution or decadent, substandard housing, or paying excessive rents; and

(c) the LHA shall determine an applicant to be of low income if the applicant's household
income is within the income limits set for state-aided public housing.

(3) Examples of a person with a qualifying physical impairment which may substantially
impede his or her ability to live independently in conventional housing shall include, but shall
not be limited to, a person:

(a) who is confined to a wheelchair;

(b) who, because of the use of braces or crutches, or because of the loss of a foot or leg, or
because of an arthritic, spastic, pulmonary or cardiac condition walks with significant
difficulty or insecurity;

(c) who, due to a brain, spinal or peripheral nerve injury, suffers from significant

coordination deficits;

(d) who is blind within the definition of blind person set out in 111 CMR 3.03: Definitions;
(e) who is deaf within the definition set out in M.G.L. 6, § 191; or

(f) who has a developmental disability which prevents the person from living totally
independently and would benefit from the LHA's specialized housing (such a person may
include, but is not limited to, a person with cerebral palsy, mental retardation, or epilepsy).
5.08: Determination of Qualification for Placement

(1) In making its final determination the LHA shall determine if applicant and household
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members are qualified for public housing. An applicant and the applicant household shall be
disqualified for public housing for any of the following reasons:

(a) The applicant or a household member has disturbed a neighbor or neighbors in a prior
residence by behavior, which if repeated by a tenant in public housing, would substantially
interfere with the rights of other tenants to peaceful enjoyment of their units or the rights of
LHA employees to a safe and secure workplace.

(b) The applicant or a household member has caused damage or destruction of property at

a prior residence, and such damage or destruction of property, if repeated by a tenant in
public housing, would have a material adverse effect on the housing development or any unit
in such development.

(c) The applicant or a household member has displayed living habits or poor housekeeping
at a prior residence, and such living habits or poor housekeeping, if repeated by a tenant in
public housing, would pose a substantial threat to the health or safety of the tenant, other
tenants, or LHA employees or would adversely affect the decent, safe and sanitary condition
of all or part of the housing.

(d) The applicant or a household member in the past has engaged in criminal activity, or
activity in violation of M.G.L. c. 151B, § 4, which if repeated by a tenant in public housing,
would interfere with or threaten the rights of other tenants or LHA employees to be secure
in their persons or in their property or with the rights of other tenants to the peaceful
enjoyment of their units and the common areas of the housing development.

(e) The applicant or a household member who will be assuming part of the rent obligation
has a history of nonpayment of rent and such nonpayment, if repeated by a tenant in public
housing, would cause monetary loss; provided, however, that if the applicant or household
member paid at least 50% of his or her household's monthly income for rent each month
during a tenancy but was unable to pay the full rent, an eviction for nonpayment of the
balance shall not disqualify such individual from public housing pursuant to 760 CMR
5.08(1)(e).
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(f) The applicant or a household member has a history of failure to meet material lease
terms or the equivalent at one or more prior residences, and such failure, if repeated by a
tenant of public housing, would be detrimental to the LHA or to the health, safety, security
or peaceful enjoyment of other tenants or of LHA employees.

(g) The applicant or a household member has failed to provide information reasonably
necessary for the LHA to process the applicant's application.

(h) The applicant or a household member has misrepresented or falsified any information
required to be submitted as part of the applicant's application, or a prior application within
three years, and the applicant fails to establish that the misrepresentation or falsification was
unintentional.

(i) The applicant or a household member has directed abusive or threatening behavior which
was unreasonable and unwarranted towards an LHA employee during the application process
or any prior application process within three years.

(j) The applicant or a household member does not intend to occupy public housing, if
offered, as his or her primary residence.

(k) The applicant or a household member is a current illegal user of one or more controlled
substances as defined in M.G.L. ¢. 94C, § 1. A person's illegal use of a controlled substance
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within the preceding 12 months shall create a presumption that such person is a current
illegal user of a controlled substance, but the presumption may be overcome by a convincing
showing that the person has permanently ceased all illegal use of controlled substances. This
disqualification of current illegal users of controlled substances shall not apply to applicants
for housing provided through a treatment program for illegal users of controlled substances.
(2) Prior to disqualifying an applicant under 760 CMR 5.08(1)(a) through (j), the LHA shall
permit the applicant to show mitigating circumstances, which may include rehabilitation or
rehabilitating efforts, sufficient so that when the potentially disqualifying behavior is weighed
against the mitigating circumstances, the LHA is reasonably certain that the applicant or
household member will not engage in any similar conduct in the future. In making this
determination, the LHA shall consider all relevant circumstances including;

(a) the severity of the potentially disqualifying conduct;

(b) the amount of time which has elapsed since the occurrence of such conduct;

(c) the degree of danger, if any, to the health, safety and security of others or to the security
of the property of others or to the physical conditions of the housing development and its
common areas if the conduct recurred;

(d) the disruption and inconvenience which recurrence would cause the LHA; and

(e) the likelihood that the applicant's behavior in the future will be substantially improved.
The greater the degree of danger, if any, to the health, safety and security of others or to

the security of property of others or to the physical condition of the housing, the greater must
be the strength of the showing that a recurrence of behavior, which would have been
disqualifying, will not occur in the future.

Although an applicant or household member may have a history of non-payment of rent

and not fit within the exception in 760 CMR 5.08(2)(e), mitigating circumstances shall be
considered in determining qualification.

(3) In determining whether an applicant is qualified for participation in the AHVP, the LHA
shall use the standards and procedures set out in 760 CMR 5.08(1) and (2).

5.09: Selection Categories

(1) Priority Categories. The LHA shall use the following priority categories in descending order
in determining the order of tenant selection:

(a) 1 Priority. Homeless due to Displacement b y Natural Forces an applicant, otherwise
eligible and qualified, who has been displaced by:

1. fire not due to the negligence or intentional act of applicant or a household member;

2. earthquake, flood or other natural cause; or

3. a disaster declared or otherwise formally recognized under disaster relief laws.

(b) 2.4 Priority. Homeless due to Displacement by Public Action (Urban Renewal) an
applicant, otherwise eligible and qualified, who will be displaced within 90 days, or has been
displaced within the three years prior to application, by:
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1. any low rent housing project as defined in M.G.L. ¢c. 121B, § 1;

2. a public slum clearance or urban renewal project initiated after January 1, 1947; or

3. other public improvement.

(c) 3 Priority. Homeless due to Displacement .4 by Public Action (Sanitary Code Violations)
an applicant, otherwise eligible and qualified, who is being displaced, or has been displaced
within 90 days prior to application, by enforcement of minimum standards of fitness for
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human habitation established by 105 CMR 410.000: Minimum Standards of Fitness for
Human Habitation (State Sanitary Code: Chapter If) or local ordinances, provided that:

1. neither the applicant nor a household member has caused or substantially contributed

to the cause of enforcement proceedings; and

2. the applicant has pursued available ways to remedy the situation by seeking

assistance through the courts or appropriate administrative or enforcement agencies.

(d) 4u Priority. Other Priority situations as described in the Housing Situation Priority

Policy established by the Department pursuant to 760 CMR 5.11.

(e) 54 Priority. AHVP Participant an applicant, otherwise eligible and qualified, who is

living in a non-permanent, transitional housing subsidized by the AHVP.

(f) 64 Priority. Transfer for Good Cause.

(g) 7w Priornity. Standard Applicant an applicant, otherwise eligible and qualified, who does
not fit within any of the previous six priority categories.

(2) Preference Categories. Apart from the affirmative action preference to be applied pursuant
to 760 CMR 5.10(3) the LHA shall apply the following preferences in descending order within
each of the priority categories in determining the order of tenant selection:

(a) Veteran. Any veteran applying for elderly/handicapped housing receives this preference.
A veteran applying for family housing receives this preference in all St. 1948, c. 200 units

or, if the LHA has no St. 1948, ¢. 200 units, in all St. 1966, ¢. 705 units. In St. 1948, ¢. 200
and St. 1966, c. 705 units the order of preference is as follows:

1. veterans with service-connected disability;

2. families of deceased veterans whose death was service connected; and

3. other veterans.

(b) Local Resident. Any Local Resident applying for public housing receives this

preference.

5.10: Placements and Offers

(1) General Provisions for Placements.

(a) Placements are to be made in elderly/handicapped housing to achieve a mixed

population of elderly households in 86.5% of the units and handicapped households in 13.5%
of the units. The LHA shall place applicants in accordance with 760 CMR 5.10(2) in order

to attain or to sustain these percentages. Such placements shall also be made in accordance
with any applicable priority and preference categories and the affirmative action preference,
if applicable.

(b) Any accessible or modified unit shall be offered to an applicant household which

includes a person, regardless of age, who has a physical handicap which handicap

necessitates one or more of the special design features of the unit.

(c) Except as provided in 760 CMR 5.10(1)(a) and (b) and subject to the affirmative action
preference, if applicable, when a unit or rental assistance voucher becomes available, it shall
be offered to the applicant for the applicable program with an appropriate household size

who has the earliest date and time stamp in the highest preference category within the highest
priority category.

(2) Placements by LHA in Elderly/Handicapped Housing. Prior to making a placement in
elderly/handicapped housing, the LHA shall determine the LHA's current percentage of St. 1954,
c. 667 units occupied by handicapped households. In making this determination the LHA shall
count all St. 1954, c. 667 units, including St. 1954, c. 667 congregate units, St. 1954, ¢. 667
section 8 new construction or substantial rehabilitation units, St. 1954, c. 667 modified units, and
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St. 1954, ¢. 667 conventional units. The LHA shall then place applicants as follows:
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(a) If the percentage of units occupied by handicapped households is less than 13.5%, the

LHA shall place one eligible and qualified handicapped household for each eligible and
qualified elderly household placed until such time as the percentage of handicapped
households equals or exceeds 13.5%.

(b) If the percentage of the units occupied by handicapped households equals or exceeds
13.5%, the LHA shall place eligible and qualified elderly households until such time as the
percentage of handicapped households falls below 13.5%.

(c) If the percentage of units occupied by handicapped households equals or exceeds 13.5%,
but the LHA has exhausted its waiting list of eligible and qualified elderly households, the
LLHA shall place those eligible and qualified handicapped households whose members have
attained 50 years of age, but are younger than 60 years old, until such time as the percentage
of handicapped households falls below 13.5% or until there is an application from an eligible
and qualified elderly household.

(d) If the percentage of units occupied by handicapped households equals or exceeds 13.5%,
and the LHA has exhausted its waiting list of eligible and qualified elderly households and
eligible and qualified handicapped households whose members have attained 50 years of age,
but are younger than 60 years old, the LHA shall place eligible and qualified handicapped
households, without regard to age, until there is an eligible and qualified elderly household

or, in the absence of such an elderly household, an eligible and qualified handicapped
household whose members have attained 50 years of age, but who are younger than 60 years
old.

(3) Placement by LHA Granting Affirmative Action Preference. Affirmative Action Goals have
been established for many LHAs as a specific remedy for discriminatory effects in tenant
selection. The affirmative action preference in placement remains in effect, subject to review
by the Department and applicable law. On an annual basis each LHA shall determine whether
the number of households in its family housing with at least one Minority member and the
number of Minority households in its elderly/handicapped housing with at least one Minority
member meets the applicable Affirmative Action Goal. If the number of households with at least
one Minority member for either type of housing fails to meets the LHA's goal, the LHA shall
provide an affirmative action preference in placement for the type of housing involved until the
goal is met. If an LHA provides such a preference, the LHA, subject to Department approval,
shall establish a placement rate by which it will place Minority and non-minority applicants
during the next 12 months. The LHA shall establish the percentage of its placements to which
the preference shall apply for each type of housing involved; such percentage shall not be higher
than 33.33% nor less than 20% of placements made for any type of housing. The affirmative
action preference in placement, when applicable, shall result in selection of applicants with at
least one Minority household member for a unit of appropriate size in accordance with the
highest preference category within the highest priority category of general applicability. The
affirmative action preference shall not limit the placement of a Minority household which would
otherwise be due the next unit offer.

(4) Offers to Applicants.

(a) An applicant offered a unit must accept the offer within seven business days of the date

of the written offer. For good cause, the LHA may extend the time for response. An
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applicant is entitled to only one offer of a unit of appropriate unit size provided that the LHA
shall offer another unit when the applicant provides reliable documentation establishing that
the unit offered is inappropriate and would cause severe and unreasonable hardship. An
applicant who fails to accept the offer of a unit within seven business days or to provide such
documentation within that period, shall be removed from the waiting list for that program

at that LHA and after being removed from the waiting list, if the applicant files a new
application with that LHA, the applicant shall not be entitled to any priority or preference
previously received based on information provided in that application for a period of three
years. The LHA shall give the applicant notice of the removal of the application from the
LHA's waiting list for that program and the right to request review pursuant to 760 CMR
5.13.
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(b) An applicant who fails to accept three unit offers as set out in 760 CMR 5.10(4)(a)
within a five-year period shall be removed from the waiting lists for all programs at all LHAs
in the Statewide Online Application System for which the applicant applied, and any new
application filed by the applicant for those programs at those LHASs will not be entitled to any
priority or preference received based on information provided in prior applications for a
period of three years. The LHA that made the third offer shall give the applicant notice of
the removal and the right to request review pursuant to 760 CMR 5.13. An LHA conducting
a review after a third failure to accept an offer may not consider the circumstances of the
application's removal for failure to accept the first and second offers made, unless the
applicant can clearly demonstrate a compelling reason for not requesting a timely review of
the prior removals.

(c) An applicant offered an AHVP voucher shall make a diligent search to locate an
apartment within the time specified in 760 CMR 53.00: Alternative Housing Voucher
Program. An applicant who is unsuccessful in locating a unit within such time shall lose the
voucher, and the LHA shall remove the applicant from the AHVP waiting list. When an
applicant is on the waiting list for elderly/handicapped housing and becomes an AHVP
participant the LHA shall drop the applicant to the bottom of that waiting list.







RESOLUTION NO. ___ OF 2025

Manct Housing Authority Board Resoluti
Title: A Resolution to Restrict Reimbursements for Tenant
Expenditures

WHEREAS, the Board of Commissioners of the Manchester Housing Authority recognizes
the importance of fostering residents’ connection to the community in which they live;

WHEREAS, the Board acknowledges that the Manchester Housing Authority is a public
housing authority with limited funds;

WHEREAS, the Board is concerned that Manchester Housing Authority funds are being
distributed to residents for reimbursement of certain expenditures without sufficient
protocols;

WHEREAS, the Board is committed to ensuring fair and equitable treatment of all of its
residents;

WHEREAS, the Board is committed to abiding by the Massachusetts Uniform Procurement
Act, M.G.L. c. 30B, and the Massachusetts Conflict of Interest Law, M.G.L. c. 268A;

Therefore, be it resolved that:

1. Restriction on Tenant Reimbursement: Henceforth the Manchester Housing
Authority shall not reimburse any resident of the Manchester Housing Authority for
any expenditure related to an improvement or modification of the common areas on
Manchester Housing Authority property. The Executive Director is prohibited from
authorizing such reimbursements to tenants;

2. Prior Request for Permission: Should any resident wish to be reimbursed for an
expense incurred related to the property, said resident must furnish said request,
prior to incurring the expense, to the Executive Director. The Executive Director must
seek approval of the Board by majority vote before granting said request.

3. Legal Compliance: The Board will ensure that all reimbursements for resident
expenditures adhere to state law, including, but not limited to, the Massachusetts
Uniform Procurement Act, M.G.L. c. 30B, and the Massachusetts Conflict of Interest
Law, M.G.L. c. 268A.

4. Review and Amendments: This resolution will be reviewed as necessary, and
amendments may be adopted by the Board if required to maintain its relevance and
effectiveness.
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5. Notice: This resolution shall be posted on the Manchester Housing Authority website
and shall be referred to in response to reimbursement requests from residents.

The Ayes and Nays were as follows:

Name

Aye

Nay

Absent

Commissioner Elaine Persons

Commissioner Gretchen Wood

Commissioner Craig McCoy

Commissioner Tom Grady

Commissioner

Date:
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