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MINUTES OF A REGULAR MEETING OF THE COMMISSIONERS 

  

OF THE  

 

CITY OF ROANOKE REDEVELOPMENT AND HOUSING AUTHORITY 

 

 
The Commissioners of the City of Roanoke Redevelopment and Housing  

Authority met for a regular session on Monday, March 24, 2014, in the offices of the City 

of Roanoke Redevelopment and Housing Authority, 2624 Salem Turnpike, NW, in the 

City of Roanoke, Virginia. 

I. CALL TO ORDER – ROLL CALL 

 
Chair Smith called the meeting to order at 3:04 p.m. and declared that a quorum 

was present.   

PRESENT: Commissioners Boitnott, Burruss, Butler, Garner, 
Karnes, Witten, Smith 

 
ABSENT: None 
 

OFFICER PRESENT: Glenda Edwards Goh, Secretary-Treasurer 

 
ALSO PRESENT: Jackie Austin, VP of Finance/CFO; Christina Back, 

Executive Assistant; Kathleen Beveridge, Compliance 
and QA Manager; David Bustamante, VP of Housing; 
Gloria Charlton, Family Self-Sufficiency Coordinator; 
Nick Conte, Legal Counsel; Dawn Fields, HR Director; 
Crystal Hall, Resident Services Director; Melinda 
Hayes-Ramsey, Family Self-Sufficiency Coordinator; 
Chenita Jackson, Activity Coordinator; Mark Loftis, 
Legal Counsel; Helen Shampine, HCV Director; Joel 
Shank, VP of Operations; Desi Wynter, Director of 
Redevelopment and Modernization; Peter Lewis, 
Apple Ridge Farm President; Janis Waller, Apple 
Ridge Farm Vice-President of Administration; Selena 
Sullivan, Apple Ridge Farm Representative; Jermaine 
Wiley, Apple Ridge Farm Representative 
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Chair Smith welcomed everyone to today’s meeting.  

II. REPORTS 

1. Financial Report 

 Chair Smith stated that Mrs. Austin provided a Financial Narrative along with the 

Financial Report and asked if there were any comments or questions.  There were 

none.  

2. Executive Director’s Report 

 Chair Smith asked for the Executive Director’s report. 

 Mrs. Goh stated the handouts provided to the Board are in follow-up to the 

discussion from the recent joint meeting with City Council regarding what constitutes a 

Community Housing Development Organization (CHDO) and what constitutes a 

Community Development Corporation (CDC).  While researching, Mr. Shank found 

additional information as to what constitutes a Community Development Authority, 

which was also part of the discussion at the joint meeting. This bullet point information 

in the handout highlights the differences between the different types of entities.  

 Mrs. Goh stated that, as noted in the written report, Real Estate Assessment 

Center (REAC) inspection of Indian Rock Village and Scattered Sites resulted in a score 

of ninety-five, which is well above the eighty-two on the previous inspection.  This was a 

different inspector than the one who conducted the inspection at Melrose Towers a few 

weeks earlier, which resulted in a score of eighty-eight.  Mrs. Goh commended Mr. 

Bustamante and the property management staff for excellent preparation for these 

REAC inspections.  The inspector for Indian Rock Village was not only new to RRHA, 

but was a new inspector in the REAC system.   
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 Mrs. Goh stated that the community meetings for the Annual Plan development 

process have been held.  The draft Plan will be completed by early April, in time to allow 

forty-five days for public comment before the Board holds a public hearing in May.  

 Mrs. Goh stated that RRHA has been approached by an organization called the 

Community Advancement Foundation with regard to interest in property RRHA holds 

title to on Cherry Hill.  This property was acquired with City funds several years ago.  

The interest is in developing some kind of community center that would house an 

aquatic center and offices for non-profits. At this point, RRHA does not have a full 

proposal with enough required elements to present to the Board; however, an update is 

being provided to the Board in case inquiries are received.  The Operations Division is 

working with the Community Advancement Foundation to get information related to 

evaluating the viability of the proposed project, and this may be presented to the Board 

within the next couple of months for consideration regarding donation of the property.   

 Vice-Chair Witten asked if that would also need to go to Council. 

 Mrs. Goh stated that the proposal would not need to go to Council since RRHA 

holds title to the property; however, because the property was acquired with City funds, 

City support for the project would be a necessary component of the proposal before it 

could be presented to the RRHA Board for consideration.    

 Chair Smith asked if there were any other comments or questions.  There were 

none.  

3. Staff Reports 

Chair Smith asked if there were any staff reports.  There were none. 

4. Committee Reports 
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Commissioner Garner stated the Personnel Committee met and reviewed the 

policy regarding referral of employees for revisions and the proposed changes are 

expected to come before the Board next month.  The Committee also continues to 

review various policies to ensure that all policies are up to date.   

  Chair Smith asked if there were any other Committee reports.  There were 

none.  

5.       Commissioner Comments 

Chair Smith asked if there were any Commissioner comments.  There were 

none. 

5. Residents or other community members to address the Board 

 Chair Smith asked if there were any residents or other community members who 

would like to address the Board.  There were none. 

  

 III. CONSENT AGENDA  

C-1 Minutes of the Regular Meeting of the Board of Commissioners held Monday, 

February 24, 2014. 

 RECOMMENDED ACTION:  Dispense with the reading thereof and approve as 

recorded. 

C-2 Monthly Operations Report for the month of February 2014. 

 RECOMMENDED ACTION:  File as submitted 

 
Commissioner Garner introduced a motion to approve the Consent Agenda.  The 

motion was seconded by Commissioner Boitnott and upon roll call the following vote 

was recorded: 

AYES: Commissioners Boitnott, Burruss, Butler, Garner, Karnes,  
Witten, Smith  
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NAYS: None 

Chair Smith thereupon declared said motion carried as introduced. 

IV. REGULAR AGENDA 

1. Apple Ridge Farm Presentation 

Peter A. Lewis, founder and president of Apple Ridge Farm, introduced Janis 

Waller, Apple Ridge Farm Vice President of Administration, Selena Sullivan, Apple 

Ridge Farm former camper, and Jermaine Wiley, Apple Ridge Farm former camper 

whose daughter now also attends. Ms. Sullivan and Mr. Wiley spoke about their positive 

experiences and the great opportunities that Apple Ridge Farm provides to youth in the 

community. 

 Mr. Lewis stated that Apple Ridge Farm has had a relationship with the Housing 

Authority since 1991. Apple Ridge Farm provides academic enrichment experiences for 

children across the Roanoke Valley.  Mr. Lewis asked Mrs. Waller to provide a brief 

report regarding the services provided and there value. 

 Ms. Waller stated that in the past 3 years the summer camp alone has provided 

services valued at two hundred and thirty-two thousand dollars.  In reference to the 

report, in 2011 there were more programs.  Programs have been reduced for the past 2 

years due to lack of funding.  The programs that had to be cut due to lack of funds were 

the afternoon swimming, afternoon tennis, and overnight programs.  Apple Ridge Farm 

is trying to revive those invaluable programs. In 2013, that value was at sixty-four 

thousand for the year.  That dollar value includes the Apple Ridge camp as well as 

providing one hundred sixty student health screenings.  Ms. Waller referenced the 

picture of the young man on the back of the literature provided, and stated that his life 
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was saved by the health screening provided by Apple Ridge Farm.  In 2012, the 

summer camp, health screenings, and family day were offered; however, the tennis and 

swimming programs of the special camps in the afternoon were not offered in 2012 and 

2013. 

 Mr. Lewis stated that one of the things emphasized in their programs is the 

attitude of you can do it if you want to do it.  Academics are stressed since the playing 

field for people of lower economic means can be uphill and very steep, but with more 

education the playing field can be leveled.   Four magic words are practiced; please, 

ma’am, thank you, and sir. Inappropriate dress is not allowed.  Some kids that have 

been with Apple Ridge year in and year out, some for twelve to thirteen years, have 

achieved great success.  Michael Byrd, one of Apple Ridge’s super stars, came from 

Brooklyn New York.  He was living at Indian Village and was in the program for 9 years 

as a camper and staff. He attended Virginia Western then St. Paul’s College, and Apple 

Ridge was able to assist him with getting into Radford University, where he graduated 

with a 3.2 grade point average in the field of Criminal Justice.  He is now a Vinton police 

officer and apologizes that he was unable to attend today due to a scheduling conflict.  

The hope is that one day he will make it into the FBI academy. He is a very strong role 

model for the kids and comes back to work at the camp every summer.  The kids over 

the years have been able to visit about twenty-two colleges.  Every college in Virginia 

has been visited, and Apple Ridge Farm campers have graduated from every college in 

Virginia, as well as many in North Carolina, and some in Maryland.  The program has a 

longitudinal relationship with families that transcends a one and done kind of approach 

with these kids who participate with Apple Ridge.  Many of the youth in junior counselor 
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and other leadership positions started with Apple Ridge as peewee campers and moved 

up.  Mr. Lewis stated that Apple Ridge Farms is very proud of the work they do and 

would like to invite the Commissioners to come visit the camp. 

 Commissioner Burruss asked how many weeks of camp do most children 

experience.  

 Mr. Lewis stated there are 4 two week sessions.  Last year there were 3 sessions 

of 3 weeks each but, due to financial constraints, those had to be cut back.  In the past, 

it has been arranged for RRHA housing managers to tour the camp. 

 Chair Smith asked if there were any additional questions or comments.  There 

were none.   

2. Resolution No. 3780 
 

Mr. Bustamante asked for approval of Resolution No. 3780 to approve a revised 

Chapter 4 of the Admissions and Continued Occupancy Policy for the Public Housing 

Program.  Chapter 4 relates to deconcentration.  HUD requires a deconcentration study 

of all of the sites annually.  Some of the language in the current ACOP was incorrect. 

The categorizing of properties as exempt if they have less than one hundred units was 

incorrect because the standard relates to total ACC units rather than the number of 

units at individual developments.  Applying the standard correctly results in all sites 

being included in the deconcentration study requirement, with the exception of the 

elderly and disabled properties.   

 Chair Smith asked if there were any other comments or questions.  There were 

none. 

 Commissioner Boitnott introduced Resolution No. 3780 and moved its adoption 
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as introduced: 

 
RESOLUTION OF THE CITY OF ROANOKE REDEVELOPMENT AND 
HOUSING AUTHORITY TO APPROVE A REVISED CHAPTER 4 OF THE 
ADMISSIONS AND CONTINUED OCCUPANCY POLICY FOR THE 
PUBLIC HOUSING PROGRAM 

 
WHEREAS, the Roanoke Redevelopment and Housing Authority’s (RRHA) 

Board of Commissioners and staff are committed to providing safe and affordable 
housing to eligible individuals and families, including persons with disabilities; and 
 

WHEREAS, the United States Department and Housing and Urban Development 
has authorized Public Housing Agencies (PHA) to administer a Public Housing 
Program, through the use of its Admissions and Continued Occupancy Policy (ACOP); 
and 
 

WHEREAS, the ACOP must state the PHA’s policies on matters for which the 
PHA has discretion to establish local policies; and 
 

WHEREAS, a PHA is required to revise its ACOP as necessary to remain in 
compliance with the Department of Housing and Urban Development (HUD) regulations 
as set forth in 24 CFR 5, 8, 902, 903, 945, 960, 965 and 966; and 

 
WHEREAS, the current ACOP for the RRHA Public Housing Program, dated 

January 27, 2014 was approved by the RRHA Board of Commissioners by Resolution 
No. 3776; and 

 
WHEREAS, based on clarification from HUD provided to RRHA by a contractor, 

RRHA has determined that a correction is required in the ACOP language pertaining to 
the definition of a covered development in the Chapter 4 subsection related to 
Deconcentration of Poverty and Income Mixing. 

 
NOW, THEREFORE, BE IT RESOLVED by the Board of Commissioners of the 

City of Roanoke Redevelopment and Housing Authority that: 
 

1. The attached revised Chapter 4, Applications, Waiting List, and Tenant Selection, 
of the RRHA Admissions and Continued Occupancy Policy for the Public 
Housing Program, is approved. 

 
2. The Executive Director be and hereby is authorized and directed to make minor 

procedural changes as necessary between annual updates. 
 
 The motion was seconded by Commissioner Karnes and upon roll call the 

following vote was recorded: 
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AYES: Commissioners Boitnott, Burruss, Butler, Garner, Karnes,  
Witten, Smith  
 

NAYS: None 

Chair Smith thereupon declared said motion carried and Resolution No. 3780 

adopted as introduced. 

3. Resolution No. 3781 
 

Mrs. Fields asked for approval of Resolution No. 3781 to approve authorizing the 

Executive Director to execute necessary documents to continue participation in a 

Cooperative Agreement for employee medical and dental insurance coverage.  This 

program is The Local Choice benefits program which is managed by the 

Commonwealth of Virginia Department of Human Resources.  The program fully 

satisfies HUD’s five intergovernmental cooperative agreement requirements and has 

provided satisfactory service to RRHA in the past.  The 2014 rate increase is 9.2% 

which equates to $56,580.  This is favorable in comparison to the market.  This contract 

covers the time period of July 1, 2014 through June 30, 2015.   

Commissioner Burruss referred to the statement of being favorable to the market 

and asked what was that range. 

Mrs. Fields stated the range is anywhere from about 6% up to 12% depending on 

the organization. 

Mrs. Goh stated that, because RRHA has less than one hundred employees,  

rate increases likely tend toward the higher end of the scale. In the last procurement 

RRHA conducted prior to joining The Local Choice, there was only one insurance 

company that responded, and that insurance company did not want to accept HUD’s 
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mandatory terms and conditions.  Since RRHA is a small organization, there is a 

tangible benefit to being in the large pool with local governments across the state.  Year 

before last, there was no rate increase, and last year’s rate increase was 4.2%. The 

amount of increase was expected to rise as a result of the implementation of Affordable 

Care Act requirements.   

Commissioner Boitnott stated that he works at a small company, and the 

insurance carrier quoted a 72% increase.  The 9.2% increase seems very reasonable in 

comparison.   

 Chair Smith asked if there were any other comments or questions.  There were 

none. 

 Commissioner Garner introduced Resolution No. 3781 and moved its adoption 

as introduced: 

 
RESOLUTION OF THE CITY OF ROANOKE REDEVELOPMENT AND 
HOUSING AUTHORITY AUTHORIZING THE EXECUTIVE DIRECTOR 
TO EXECUTE NECESSARY DOCUMENTS TO CONTINUE 
PARTICIPATION IN A COOPERATIVE AGREEMENT FOR EMPLOYEE 
MEDICAL AND DENTAL INSURANCE COVERAGE 

 
WHEREAS, the City of Roanoke Redevelopment and Housing Authority’s 

(RRHA) employee medical and dental insurance contract expires June 30, 2014; and 
 
 WHEREAS, HUD procurement procedures allow RRHA to join intergovernmental 
cooperative agreements; and 
 

WHEREAS, The Local Choice Health Benefit Program was created exclusively to 
provide health benefits for local governments, authorities, school divisions and 
constitutional officers and is managed by the Commonwealth of Virginia’s Department 
of Human Resources; and 
 

WHEREAS, The Local Choice Health Benefit Program fully satisfies HUD’s five 
(5) intergovernmental cooperative agreement requirements; and 
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WHEREAS, RRHA is currently enrolled in The Local Choice Health Benefit 

Program; and 
 
WHEREAS, The Local Choice Health Benefit Program has provided satisfactory 

service to RRHA; and 
 
WHEREAS, The Local Choice rate increase of 9.2% is favorable in comparison 

to the market; and 
 
WHEREAS, staff recommends continuing RRHA’s participation in The Local 

Choice Health Benefit Program. 
 

NOW, THEREFORE, BE IT RESOLVED by the Commissioners of the City of 
Roanoke Redevelopment and Housing Authority that the Executive Director is 
authorized and directed to execute necessary documents to continue RRHA’s 
participation under the Local Choice Health Benefit Program for the period of July 1, 
2014 through June 30, 2015 for an amount not to exceed $740,000.   

 

 The motion was seconded by Commissioner Butler and upon roll call the 

following vote was recorded: 

AYES: Commissioners Boitnott, Burruss, Butler, Garner, Karnes,  
Witten, Smith  
 

NAYS: None 

Chair Smith thereupon declared said motion carried and Resolution No. 3781 

adopted as introduced. 

4. Resolution No. 3782 
 

Mrs. Fields asked for approval of Resolution No. 3782 to approve revised 

Personnel Policies regarding Selection and Hiring, Inclement Weather, Personal Time 

Off, Employment of Residents, Conflict of Interest in Hiring, and Personnel Records and 

Privacy, and elimination of a Personnel Policy regarding Job Posting. Information was 

added to the Selection and Hiring process to address how RRHA will handle the 

selection of internal candidates.  The Inclement Weather policy has been updated to 

give a clearer definition of inclement weather and who is to be considered essential 
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personnel.  The Personal Time Off policy required a minor correction to include Long 

Term Disability and ADA accommodation as qualifying events that would allow the 

employee to use Limited Supplement.  A revision was also made to the payment of PTO 

at the time of separation for situations defined as exceptions, such as separation due to 

FMLA exhaustion or reduction in force.  In those circumstances, PTO full balance has 

been paid out, which is inconsistent with voluntarily separating employees who are paid 

for a maximum of seventy-five hours of PTO. This revision will increase consistency.  

The Employment of Residents policy revision includes a revised definition of who is 

considered a resident of RRHA.  A statement has also been added to the procedures 

explaining how RRHA reaches out to the residents.  The Conflict of Interest in Hiring 

policy revision includes a name change from Employment of Relatives and broadens 

the definition as to who is considered immediate family.  This policy has been reviewed 

by Legal Counsel.  The Personnel Records and Privacy policy revision defines who and 

how often personnel and confidential employee files may be accessed by the employee 

or management staff as well as the procedure in which these files are housed.  This 

policy has also been reviewed by Legal Counsel. The Job Posting policy became 

effective in 1996.  Elimination of this policy is proposed due to those items included in 

the policy being addressed in other current policies.   

Commissioner Garner asked Mrs. Fields to confirm that all of these policies have 

been reviewed by the Personnel Committee. 

Mrs. Fields stated these policy revisions were initiated during Catherine Wells’ 

employment and have been reviewed and are supported by the Personnel Committee.  
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 Chair Smith asked if there were any other comments or questions.  There were 

none. 

 Commissioner Boitnott introduced Resolution No. 3782 and moved its adoption 

as introduced: 

RESOLUTION OF THE CITY OF ROANOKE REDEVELOPMENT AND 
HOUSING AUTHORITY APPROVING REVISED PERSONNEL POLICIES 
REGARDING SELECTION AND HIRING, INCLEMENT WEATHER, PERSONAL 
TIME OFF, EMPLOYMENT OF RESIDENTS, CONFLICT OF INTEREST IN 
HIRING, AND PERSONNEL RECORDS AND PRIVACY, AND ELIMINATION OF 
A PERSONNEL POLICY REGARDING JOB POSTING 

  
 WHEREAS, the City of Roanoke Redevelopment and Housing Authority (RRHA) 
has undertaken a review of its personnel policies to ensure they are relevant, meet the 
needs of the agency and are legally compliant; and 

 
WHEREAS, RRHA has reviewed and is proposing revisions to Personnel 

Policies No. 020 regarding Selection and Hiring, last revised July 1, 2013; No. 220 
regarding Inclement Weather, last revised May 23, 2011; No. 311 regarding Personal 
Time Off, last revised May 1, 2012; No. 024 regarding Employment of Residents, last 
revised February 19, 2008; No. 023 regarding Employment of Relatives, last revised 
February 19, 2008; and No. 040 regarding Personnel Records and Privacy, last revised 
February 19, 2008; and 

 
WHEREAS, proposed revisions to Personnel Policy No. 023, Employment of 

Relatives, including changing the policy title to Conflict of Interest in Hiring; and 

 
WHEREAS, RRHA has determined that Personnel Policy No. 621, Job Posting, 

is no longer needed as its major provisions have been incorporated into Policy No. 020, 
Selection and Hiring; and  

 
WHEREAS, proposed revised policies No. 023 regarding Conflict of Interest in 

Hiring and No. 040 regarding Personnel Records and Privacy have been reviewed by 
RRHA’s legal counsel and determined to be in compliance with legal requirements 
applicable to RRHA; and 

 
WHEREAS, the Personnel Committee of the RRHA Board of Commissioners 

supports and recommends approval these revised policies and elimination of Policy No. 
621. 

 

NOW, THEREFORE, BE IT RESOLVED by the Commissioners of the City of 
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Roanoke Redevelopment and Housing Authority that: 

 
1. The attached revised Personnel Policies No. 020, Selection and Hiring; No. 

220, Inclement Weather; No. 311, Personal Time Off; No. 024, Employment 
of Residents; No. 023, Conflict of Interest in Hiring; and No.040, Personnel 
Records and Privacy, are approved effective April 1, 2014; and 

    
2. Elimination of the attached Personnel Policy No. 621, Job Posting, is 

approved effective April 1, 2014. 
 
 The motion was seconded by Commissioner Karnes and upon roll call the 

following vote was recorded: 

AYES: Commissioners Boitnott, Burruss, Butler, Garner, Karnes,  
Witten, Smith  
 

NAYS: None 

Chair Smith thereupon declared said motion carried and Resolution No. 3782 

adopted as introduced. 

5. Executive Session 
 

Commissioner Burruss moved that the Commissioners enter into Executive 

Session of the Roanoke Redevelopment and Housing Authority for the purpose of 

consultation with legal counsel employed or retained by a public body regarding specific 

legal matters requiring the provision of legal advice by such counsel in accordance with 

Virginia Code Section 2.2-3711 (A)(7).  

The motion was seconded by Commissioner Butler and upon roll call the 

following vote was recorded: 

AYES: Commissioners Boitnott, Burruss, Butler, Garner, Karnes,  
Witten, Smith  
 

NAYS: None  

The Board of Commissioners entered into Executive Session at 3:32 p.m. 
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The Board reconvened into open session at 4:10 p.m. 

Commissioner Garner introduced a motion stating that the members of the Board 

of Commissioners hereby certify to the best of their knowledge that only public business 

matters lawfully exempted from open meeting requirements and only such public 

business matters as were identified in the motion by which the closed meeting was 

convened were heard, discussed or considered by the Board in the immediately 

preceding Executive Session. 

The motion was seconded by Commissioner Boitnott and upon roll call the 

following vote was recorded: 

AYES: Commissioners Boitnott, Burruss, Butler, Garner, Karnes, 
Witten, Smith  

NAYS: None 

V. ADJOURNMENT 

There being no further business to come before the Board, Commissioner 

Garner moved that the meeting be adjourned. 

The motion was seconded by Vice-Chair Witten and upon roll call the following 

vote was recorded: 

AYES: Commissioners Boitnott, Burruss, Butler, Garner, Karnes, 
Witten, Smith  

NAYS: None 

Chair Smith declared the meeting adjourned at 4:10 p.m. 

_______________________________ 

Duane Smith, Chair 

________________________________ 

Glenda Edwards Goh, Secretary-Treasurer 
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Chapter 4 

APPLICATIONS, WAITING LIST AND TENANT SELECTION 

INTRODUCTION 

When a family wishes to reside in public housing, the family must submit an application that 
provides RRHA with the information needed to determine the family’s eligibility. HUD requires 
RRHA to place all eligible families that apply for public housing on a waiting list. When a unit 
becomes available, RRHA will select families from the waiting list in accordance with HUD 
requirements and RRHA policies as stated in its Admissions and Continued Occupancy Policy 
(ACOP) and its annual plan. 

RRHA is required to adopt a clear approach to accepting applications, placing families on the 
waiting list, and selecting families from the waiting list, and must follow this approach 
consistently. The actual order in which families are selected from the waiting list can be affected 
if a family has certain characteristics designated by HUD or RRHA to receive preferential 
treatment. 

HUD regulations require that RRHA comply with all equal opportunity requirements and it must 
affirmatively further fair housing goals in the administration of the program [24 CFR 960.103, 
PH Occ GB p. 13].  Adherence to the selection policies described in this chapter ensures that the 
RRHA will be in compliance with all relevant fair housing requirements, as described in Chapter 
2. 

This chapter describes HUD and RRHA policies for accepting applications, managing the 
waiting list and selecting families from the waiting list. RRHAs policies for assigning unit size 
and making unit offers are contained in Chapter 5. Together, Chapters 4 and 5 of the ACOP 
comprise RRHA’s Tenant Selection and Assignment Plan (TSAP). 

The policies outlined in this chapter are organized into three sections, as follows: 

Part I: The Application Process. This part provides an overview of the application 
process, and discusses how applicants can obtain and submit applications.  It also 
specifies how the RRHA will handle the applications it receives. 

Part II: Managing the Waiting List. This part presents the policies that govern how the 
RRHA’s waiting list is structured, when it is opened and closed, and how the public is 
notified of the opportunity to apply for public housing. It also discusses the process 
RRHA will use to keep the waiting list current. 

Part III: Tenant Selection. This part describes the policies that guide RRHA in selecting 
families from the waiting list as units become available. It also specifies how in-person 
interviews will be used to ensure that RRHA has the information needed to make a final 
eligibility determination. 
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PART I: THE APPLICATION PROCESS 

4-I.A. OVERVIEW 

This part describes the policies that guide RRHA’s efforts to distribute and accept applications, 
and to make preliminary determinations of applicant family eligibility that affect placement of 
the family on the waiting list. This part also describes RRHA’s obligation to ensure the 
accessibility of the application process. 

4-I.B. APPLYING FOR ASSISTANCE 

Any family that wishes to reside in public housing must apply for admission to the program [24 
CFR 1.4(b)(2)(ii), 24 CFR 960.202(a)(2)(iv), and PH Occ GB, p. 68]. HUD permits RRHA to 
determine the format and content of its applications, as well how such applications will be made 
available to interested families and how applications will be accepted by RRHA.  However, 
RRHA must include Form HUD-92006, Supplement to Application for Federally Assisted 
Housing, as part of RRHA’s application [Notice PIH 2009-36]. 

Depending upon the length of time between the date of application and the availability of 
housing, RRHA will use the following application process: 

 A one-step process will be used when it is expected that a family will be selected from
the waiting list within 6 months of the date of application. At application, the family
must provide all of the information necessary to establish family eligibility and the
amount of rent the family will pay.

 A two-step process will be used when it is expected that a family will not be selected
from the waiting list for at least 6 months from the date of application. Under the two-
step application process, RRHA initially will require families to provide only the
information needed to make an initial assessment of the family’s eligibility, and to
determine the family’s placement on the waiting list. The family will be required to
provide all of the information necessary to establish family eligibility and the amount of
rent the family will pay when selected from the waiting list.

Families may obtain application forms from RRHA’s central office or any of RRHA’s property 
management offices during normal business hours. Families may also request, by telephone or 
by mail that an application form be sent to the family via first class mail. 

Completed applications must be returned to RRHA by mail, by fax, or submitted in person 
during normal business hours.  Applications must be filled out completely in order to be accepted 
by RRHA for processing. If an application is incomplete, RRHA will notify the family of the 
additional information required. 

4-I.C. ACCESSIBILITY OF THE APPLICATION PROCESS 

RRHA will take a variety of steps to ensure that the application process is accessible to those 
people who might have difficulty complying with the standard RRHA application process. 

Disabled Populations [24 CFR 8; PH Occ GB, p. 68] 

RRHA will provide reasonable accommodation when requested for persons with disabilities to 
make the application process fully accessible. The facility where applications are accepted and 
the application process must be fully accessible or RRHA will provide an alternate approach 
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that provides equal access to the program. Chapter 2 provides a full discussion of RRHA’s 
policies related to providing reasonable accommodations for people with disabilities. 

Limited English Proficiency 

RRHA will take reasonable steps to ensure meaningful access to their programs and activities by 
persons with limited English proficiency [24 CFR 1]. Chapter 2 provides a full discussion on 
RRHA’s policies related to ensuring access to people with limited English proficiency (LEP). 

4-I.D. PLACEMENT ON THE WAITING LIST 

RRHA will review each completed application received and make a preliminary assessment of 
the family’s eligibility.  When the waiting list is open, applicants must be placed on the waiting 
list unless RRHA determines the family to be ineligible. Where the family is determined to be 
ineligible, RRHA will notify the family in writing [24 CFR 960.208(a); PH Occ GB, p. 41]. 

No applicant has a right or entitlement to be listed on the waiting list, or to any particular 
position on the waiting list. 

Ineligible for Placement on the Waiting List 

If RRHA determines from the information provided that a family is ineligible, the family will not 
be placed on the waiting list. When a family is determined to be ineligible, RRHA will send 
written notification of the ineligibility determination within 10 business days of receipt of the 
completed application. The notice will specify the reasons for ineligibility, and will inform the 
family of its right to request an informal hearing and explain the process for doing so (see 
Chapter 14). 

Eligible for Placement on the Waiting List 

RRHA will send written notification of the preliminary eligibility determination within 10 
business days of receiving a completed application. If applicable, the notice will also indicate the 
waiting list preference(s) for which the family appears to qualify. 

Applicants will be placed on the waiting list according to RRHA preference(s) and the date and 
time their complete application is received by RRHA. 

RRHA will assign families on the waiting list according to the bedroom size for which a family 
qualifies as established in its occupancy standards (see Chapter 5).  Families may request to be 
placed on the waiting list for a unit size smaller than designated by the occupancy guidelines (as 
long as the unit is not overcrowded according to RRHA standards and local codes).  However, in 
these cases, the family must agree not to request a transfer for two years after admission, unless 
they have a change in family size or composition. 

Placement on the waiting list does not indicate that the family is, in fact, eligible for admission. 
When the family is selected from the waiting list, RRHA will verify any preferences(s) claimed 
and determine eligibility and suitability for admission to the program. 
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PART II: MANAGING THE WAITING LIST 

4-II.A. OVERVIEW 

RRHA has policies regarding the type of waiting list it will utilize as well as how the waiting list 
will be organized and managed. This includes policies on notifying the public on the opening and 
closing of the waiting list to new applicants, updating family information, purging the list of 
families that are no longer interested in or eligible for public housing, and conducting outreach to 
ensure a sufficient number of applicants. 

In addition, HUD imposes requirements on how RRHA may structure its waiting list and how 
families must be treated if they apply for public housing at a PHA that administers more than one 
assisted housing program. 

4-II.B. ORGANIZATION OF THE WAITING LIST 

RRHA’s public housing waiting list must be organized in such a manner to allow RRHA to 
accurately identify and select families in the proper order, according to the admissions policies 
described in this ACOP. 

The waiting list will contain the following information for each applicant listed: 

 Name and social security number of head of household

 Unit size required (number of family members)

 Amount and source of annual income

 Accessibility requirement, if any

 Date and time of application or application number

 Household type (family, elderly, disabled)

 Admission preference, if any

 The specific site(s) selected

RRHA has adopted site-based waiting lists.    Site-based waiting lists allow families to select the 
development where they wish to reside and must be consistent with all applicable civil rights and 
fair housing laws and regulations [24 CFR 903.7(b)(2)]. 

RRHA will maintain site-based waiting lists for each of the following sites within RRHA’s 
public housing stock: 

 Lansdowne Park

 The Villages at Lincoln

 New Construction Elderly Cottages

 New Construction Lease/Purchase

 Hurt Park

 Hunt Manor

 Melrose Towers

 Jamestown Place
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 Morningside Manor
 Bluestone Park

 Indian Rock Village

 Substantial Rehab (Scattered Sites)

Each site-based wait list will be maintained at each location.  Within each site-based wait list all 
applications will be kept in sequence based upon the type and size of unit, preferences, and date 
and time of application. 

HUD requires that public housing applicants must be offered the opportunity to be placed on the 
waiting list for any tenant-based or project-based voucher or moderate rehabilitation program 
that RRHA operates if 1) the other programs’ waiting lists are open, and 2) the family is 
qualified for the other programs [24 CFR 982.205(a)(2)(i)]. 

RRHA will not merge the public housing site-based waiting lists with waiting lists for any other 
program RRHA operates. 

4-II.C. OPENING AND CLOSING THE WAITING LIST 

Closing the Waiting List 

RRHA is permitted to close a waiting list, in whole or in part, if it has an adequate pool of 
families to fully lease units in all of its developments.  RRHA may close the waiting list 
completely, or restrict intake by preference, type of project, or by size and type of dwelling unit. 
[PH Occ GB, p. 31]. 

RRHA will close waiting lists when the estimated waiting period for housing applicants on the 
list reaches 24 months for the most current applicants. Where RRHA has particular preferences 
or other criteria that require a specific category of family, RRHA may elect to continue to accept 
applications from these applicants while closing the waiting list to others. 

Reopening the Waiting List 

If a waiting list has been closed, it may be reopened at any time. RRHA will announce the 
reopening of the waiting list at least 10 business days prior to the date applications will first be 
accepted. If the list is only being reopened for certain categories of families, this information will 
be contained in the notice. The notice will specify where, when, and how applications are to be 
received. 

RRHA will give public notice by publishing the relevant information in suitable media outlets 
including, but not limited to: 

Roanoke Times 

Roanoke Tribune 
Such notice will comply with HUD Fair housing Requirements, and RRHA will specify who 
may apply, and where and when application will be received. 
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4-II.D. FAMILY OUTREACH [24 CFR 903.2(d); 24 CFR 903.7(a) and (b)] 
RRHA shall conduct outreach as necessary to ensure there are a sufficient number of applicants 
on the waiting list to fill anticipated vacancies and to assure that RRHA is affirmatively 
furthering fair housing and complying with the Fair Housing Act. 

Because HUD requires RRHA to admit a specified percentage of extremely low income families, 
RRHA will conduct special outreach to ensure that an adequate number of such families apply 
for public housing. 

RRHA outreach efforts comply with fair housing requirements. This includes: 

 Analyzing the housing market area and the populations currently being served to identify
underserved populations

 Ensuring that outreach efforts are targeted to media outlets that reach eligible populations
that are underrepresented in the program

 Avoiding outreach efforts that prefer or exclude people who are members of a protected
class

RRHA outreach efforts are designed to inform qualified families about the availability of units 
under the program. These efforts may include, as needed, any of the following activities: 

 Submitting press releases to local newspapers, including minority newspapers

 Developing informational materials and flyers to distribute to other agencies

 Providing application forms to other public and private agencies that serve the low
income population

 Developing partnerships with other organizations that serve similar populations,
including agencies that provide services for persons with disabilities

RRHA will monitor the characteristics of the population being served and the characteristics of 
the population as a whole in RRHA’s jurisdiction. Targeted outreach efforts will be undertaken if 
a comparison suggests that certain populations are being underserved. 

4-II.E. REPORTING CHANGES IN FAMILY CIRCUMSTANCES 

While the family is on the waiting list, the family must inform RRHA, within 10 business days, 
of changes in family size or composition, preference status, or contact information, including 
current residence, mailing address, and phone number. The changes must be submitted in 
writing. 

Changes in an applicant's circumstances while on the waiting list may affect the family's 
qualification for a particular bedroom size or entitlement to a preference. When an applicant 
reports a change that affects their placement on the waiting list, the waiting list will be updated 
accordingly. 

4-II.F. UPDATING THE WAITING LIST 

HUD requires RRHA to establish policies that describe the circumstances under which 
applicants will be removed from the waiting list [24 CFR 960.202(a)(2)(iv)]. 
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Purging the Waiting List 
The decision to remove an applicant family that includes a person with disabilities from the 
waiting list is subject to reasonable accommodation. If the applicant did not respond to RRHA’s 
request for information or updates because of the family member’s disability, RRHA will, upon 
the family’s request, reinstate the applicant family to their former position on the waiting list as a 
reasonable accommodation [24 CFR 8.4(a), 24 CFR 100.204(a), and PH Occ GB, p. 39 and 40]. 
See Chapter 2 for further information regarding reasonable accommodations. 

The waiting list will be updated as needed to ensure that all applicant information is current and 
timely. 

To update the waiting list, RRHA will send an update request via first class mail to each family 
on the waiting list to determine whether the family continues to be interested in, and to qualify 
for, the program. This update request will be sent to the last address that RRHA has on record for 
the family. The update request will provide a deadline by which the family must respond and 
will state that failure to respond will result in the applicant’s name being removed from the 
waiting list. 

The family’s response must be in writing and may be delivered in person, by mail, or by fax. 
Responses should be postmarked or received by RRHA not later than 15 business days from the 
date of RRHA letter. 

If the family fails to respond within 15 business days, the family will be removed from the 
waiting list without further notice. 

If the notice is returned by the post office with no forwarding address, the applicant will be 
removed from the waiting list without further notice. 

If the notice is returned by the post office with a forwarding address, the notice will be re-sent to 
the address indicated. The family will have 15 business days to respond from the date the letter 
was re-sent. If the family fails to respond within this time frame, the family will be removed 
from the waiting list without further notice. 

When a family is removed from the waiting list during the update process for failure to respond, 
no informal hearing will be offered. Such failures to act on the part of the applicant prevent 
RRHA from making an eligibility determination; therefore no informal hearing is required. 

If a family is removed from the waiting list for failure to respond, RRHA may reinstate the 
family if the lack of response was due to RRHA error, or to circumstances beyond the family’s 
control. 

Removal from the Waiting List 
RRHA will remove an applicant from the waiting list upon request by the applicant family.  In 
such cases no informal hearing is required. 

If RRHA determines that the family is not eligible for admission (see Chapter 3) at any time 
while the family is on the waiting list the family will be removed from the waiting list. 

If a family is removed from the waiting list because RRHA has determined the family is not 
eligible for admission, a notice will be sent to the family’s address of record as well as to any 
alternate address provided on the initial application. The notice will state the reasons the family 
was removed from the waiting list and will inform the family how to request an informal hearing 
regarding RRHA’s decision (see Chapter 14) [24 CFR 960.208(a)]. 
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PART III: TENANT SELECTION 

4-III.A. OVERVIEW 

RRHA has established tenant selection policies for families being admitted to public housing [24 
CFR 960.201(a)].  RRHA will not require any specific income or racial quotas for any 
developments [24 CFR 903.2(d)].  RRHA will not assign persons to a particular section of a 
community or to a development or building based on race, color, religion, sex, disability, familial 
status or national origin for purposes of segregating populations [24 CFR 1.4(b)(1)(iii) and 24 
CFR 903.2(d)(1)]. 

The order in which families will be selected from the waiting list is impacted in part by any 
selection preferences that the family qualifies for. The availability of units also may affect the 
order in which families are selected from the waiting list. 

RRHA will maintain clear records of all information required to verify that the family is selected 
from the waiting list according to RRHA’s selection policies [24 CFR 960.206(e)(2)].  RRHA’s 
policies must be posted any place where RRHA receives applications. RRHA will provide a 
copy of its tenant selection policies upon request to any applicant or tenant free of charge. [24 
CFR 960.202(c)(2)]. 

4-III.B. SELECTION METHOD 

RRHA’s method for selecting applicant families from the waiting list, including the system of 
admission preferences that RRHA will use is described below. 

Local Preferences [24 CFR 960.206] 

RRHA has established local preferences and gives priority to serving families that meet the 
criteria. HUD specifically authorizes and places restrictions on certain types of local preferences. 
HUD also permits RRHA to establish other local preferences, at its discretion. Any local 
preferences established must be consistent with RRHA plan and the consolidated plan, and must 
be based on local housing needs and priorities that can be documented by generally accepted 
data sources [24 CFR 960.206(a)]. 

RRHA will use the following local preference: 

 In order to bring higher income families into public housing, RRHA will establish a
preference for “working” families, where the head, spouse, cohead, or sole member is
employed at least 20 hours per week.

 As required by HUD, families where the head and spouse, or sole member is a person age
62 or older, or is a person with disabilities, will also be given the benefit of the working
preference [24 CFR 960.206(b)(2)].

 A family that includes a family member who is a victim of domestic violence.

 Families who have been involuntarily displaced due to a disaster (e.g. fire, flood,
earthquake), government action (e.g. code enforcement, public improvement), action by a
housing owner that is beyond an applicant’s ability to control (e.g. conversion of a unit to
non-residential use, or owner wants the property for personal use),
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Income Targeting Requirement [24 CFR 960.202(b)] 
HUD requires that extremely low-income (ELI) families make up at least 40% of the families 
admitted to public housing during RRHA’s fiscal year. ELI families are those with annual 
incomes at or below 30% of the area median income. To ensure this requirement is met, RRHA 
may skip non-ELI families on the waiting list in order to select an ELI family. 

RRHA will monitor progress in meeting the ELI requirement throughout the fiscal year. ELI 
families will be selected ahead of other eligible families on an as-needed basis to ensure that the 
income targeting requirement is met. 

Mixed Population Developments [24 CFR 960.407] 
A mixed population development is a public housing development or portion of a development 
that was reserved for elderly families and disabled families at its inception (and has retained that 
character) or the PHA at some point after its inception obtained HUD approval to give 
preference in tenant selection for all units in the development (or portion of a development) to 
elderly and disabled families [24 CFR 960.102]. Elderly family means a family whose head, 
spouse, cohead, or sole member is a person who is at least 62 years of age. Disabled family 
means a family whose head, spouse, cohead, or sole member is a person with disabilities [24 
CFR 5.403]. RRHA will give elderly and disabled families equal preference in selecting these 
families for admission to mixed population developments. RRHA may not establish a limit on 
the number of elderly or disabled families that may occupy a mixed population development. In 
selecting elderly and disabled families to fill these units, RRHA will first offer the units that have 
accessibility features for families that include a person with a disability and require the 
accessibility features of such units. RRHA will not discriminate against elderly or disabled 
families that include children (Fair Housing Amendments Act of 1988). 

Units Designated for Elderly or Disabled Families [24 CFR 945] 

RRHA may designate projects or portions of a public housing project specifically for elderly or 
disabled families. RRHA will have a HUD-approved allocation plan before the designation may 
take place. 

Among the designated developments, RRHA will also apply any preferences that it has 
established. If there are not enough elderly families to occupy the units in a designated elderly 
development, RRHA may allow near-elderly families to occupy the units [24 CFR 
945.303(c)(1)]. Near-elderly family means a family whose head, spouse, or cohead is at least 50 
years old, but is less than 62 [24 CFR 5.403]. 

If there are an insufficient number of elderly families and near-elderly families for the units in a 
development designated for elderly families, RRHA will make available to all other families any 
unit that is ready for re-rental and has been vacant for more than 60 consecutive days [24 CFR 
945.303(c)(2)]. 

The decision of any disabled family or elderly family not to occupy or accept occupancy in 
designated housing shall not have an adverse affect on their admission or continued occupancy in 
public housing or their position on or placement on the waiting list.  However, this protection 
does not apply to any family who refuses to occupy or accept occupancy in designated housing 
because of the race, color, religion, sex, disability, familial status, or national origin of the 
occupants of the designated housing or the surrounding area [24 CFR 945.303(d)(1) and (2)]. 
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This protection does apply to an elderly family or disabled family that declines to accept 
occupancy, respectively, in a designated project for elderly families or for disabled families, and 
requests occupancy in a general occupancy project or in a mixed population project [24 CFR 
945.303(d)(3)]. 

RRHA does not have designated elderly or designated disabled housing at this time. 

Deconcentration of Poverty and Income-Mixing [24 CFR 903.1 and 903.2] 

RRHA's admission policy is designed to provide for deconcentration of poverty and income- 
mixing by bringing higher income tenants into lower income projects and lower income tenants 
into higher income projects. A statement of RRHA’s deconcentration policies must be included 
in its annual plan [24 CFR 903.7(b)]. 

RRHA’s deconcentration policy must comply with its obligation to meet the income targeting 
requirement [24 CFR 903.2(c)(5)]. 

Developments subject to the deconcentration requirement, referred to as ‘covered developments’ 
and include general occupancy (family) public housing developments are Lansdowne Park, The 
Villages at Lincoln and Jamestown Place. The following developments are not subject to 
deconcentration and income mixing requirements, developments operated by RRHA with fewer 
than 100 public housing units - Hunt Manor, Bluestone Park, Indian Rock Village, and Scattered 
Site; mixed population or developments designated specifically for elderly or disabled families - 
Melrose Towers, and Morningside Manor; developments operated by RRHA with only one 
general occupancy development; development approved for demolition - Hurt Park or for 
conversion to tenant-based public housing; and developments approved for a mixed-finance plan 
using HOPE VI or public housing funds [24 CFR 903.2(b)]. 
Developments subject to the deconcentration requirement, referred to as ‘covered developments’  
and include general occupancy (family) public housing developments are Lansdowne Park,  
Villages at Lincoln, Hunt Manor, Jamestown Place, Bluestone Park, Indian Rock  
Village/Scattered Sites, and AMP 215/Transitional Home Ownership. The following  
developments are not subject to deconcentration and income mixing requirements, developments 
which house only elderly or diabled families or both – Melrose Towers, and Morningside Manor. 

Steps for Implementation [24 CFR 903.2(c)(1)] 

To implement the statutory requirement to deconcentrate poverty and provide for income mixing 
in covered developments, RRHA will comply with the following steps: 

Step 1. RRHA will determine the average income of all families residing in all RRHA's covered 
developments on an annual basis. 

Step 2. RRHA will determine the average income of all families residing in each covered 
development (not adjusting for unit size) on an annual basis. 

Step 3. RRHA will then determine whether each of its covered developments falls above, within, 
or below the established income range (EIR), which is from 85% to 115% of the average family 
income determined in Step 1. However, the upper limit must never be less than the income at 
which a family would be defined as an extremely low income family (30% of median income). 

Step 4. RRHA with covered developments having average incomes outside the EIR must then 
determine whether or not these developments are consistent with its local goals and annual plan. 

Step 5. Where the income profile for a covered development is not explained or justified in the 
annual plan submission, RRHA will include in its admission policy its specific policy to provide 
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for deconcentration of poverty and income mixing. 

Depending on local circumstances RRHA’s deconcentration policy may include, but is not 
limited to the following: 
 Providing incentives to encourage families to accept units in developments where their

income level is needed, including rent incentives, affirmative marketing plans, or added
amenities

 Targeting investment and capital improvements toward developments with an average
income below the EIR to encourage families with incomes above the EIR to accept units
in those developments

 Establishing a preference for admission of working families in developments below the
EIR

 Skipping a family on the waiting list to reach another family in an effort to further the
goals of deconcentration

 Providing other strategies permitted by statute and determined by RRHA in consultation
with the residents and the community through the annual plan process to be responsive to
local needs RRHA strategic objectives

A family has the sole discretion whether to accept an offer of a unit made under RRHA's 
deconcentration policy. RRHA will not take any adverse action toward any eligible family for 
choosing not to accept an offer of a unit under RRHA's deconcentration policy [24 CFR 
903.2(c)(4)]. 

If, at annual review, the average incomes at all general occupancy developments are within the 
EIR, RRHA will be considered to be in compliance with the deconcentration requirement and no 
further action is required. 

For covered developments with average incomes outside the Established Income Range where  
the RRHA explains and/or justifies the income profile for these developments as being consistent 
with and furthering two sets of goals: the goals of deconcentration of poverty and income mixing 
as specified by the statute (bringing higher income tenants into lower income developments and  
vice versa); and the local goals and strategies contained in the PHA Annual Plan, RRHA will be  
considered to be in compliance with the deconcentration requirement and no further action is  
required.  

For developments outside the EIR RRHA will take the following actions to provide for 
deconcentration of poverty and income mixing:  For covered developments outside the 
EIR where the RRHA is unable to explain or justify the income profile for these  
developments as being consistent with and furthering the two sets of goals cited in the  
paragraph above, the RRHA will take the following actions to provide for  
deconcentration of poverty and income mixing: 

 For the purpose of income mixing, site-based waiting list applicants will be referred to
other developments, when family incomes are contradictory to the income mix of the
development.

 The on-site manager will make housing offers.

 RRHA will deconcentrate high income and very low income families in the same area by
offering incentives to residents to relocate to lower income developments or higher
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income developments, such as: 

• Providing funds for moving expenses incurred by the resident.

• Rent credit for one month.

• Bedroom size change (diversion from Occupancy Standard)/

• Free gifts.

RRHA will encourage site-based waiting list applicants and existing resident families to move to 
other developments to prevent concentration of lower or higher income families in the same 
development.  However, the family will retain the choice of accepting the offer to move. 

RRHA will maintain leasing statistics by property as well as for the Authority as a whole.  These 
statistics will be for Public Housing and Section 8 programs.  This will make it possible to 
demonstrate the effectiveness of our plan, as well as our success in achieving a range of incomes 
at all properties.  The records include, but are not limited to the following: 
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 Annual income for all new admissions.

 Average family rent payment

 Incentives provided.

 Families relocated to promote deconcentration/income mixing

 Monthly statistical information to monitor percentage compliance with HUD income
targeting regulations.

Order of Selection [24 CFR 960.206(e)] 
RRHA will select families from the waiting list based on preference. Among applicants with the 
same preference, families will be selected on a first-come, first-served basis according to the date 
and time their complete application is received by RRHA. 

When selecting applicants from the waiting list, RRHA will match the characteristics of the 
available unit (unit size, accessibility features, unit type) to the applicants on the waiting lists. 
RRHA will offer the unit to the highest ranking applicant who qualifies for that unit size or type, 
or that requires the accessibility features. 

By matching unit and family characteristics, it is possible that families who are lower on the 
waiting list may receive an offer of housing ahead of families with an earlier date and time of 
application or higher preference status. 

Factors such as deconcentration or income mixing and income targeting will also be considered 
in accordance with HUD requirements and RRHA policy. 

4-III.C. NOTIFICATION OF SELECTION 

RRHA will notify the family by first class mail when a family has been selected from the waiting 
list. 

The notice will inform the family of the following: 

 Date, time, and location of the scheduled application interview, including any procedures
for rescheduling the interview

 Who is required to attend the interview

 Documents that must be provided at the interview to document the legal identity of
household members, including information about what constitutes acceptable
documentation

 Documents that must be provided at the interview to document eligibility for a
preference, if applicable

 Other documents and information that should be brought to the interview

If a notification letter is returned to RRHA with no forwarding address, the family will be 
removed from the waiting list without further notice. Such failure to act on the part of the 
applicant prevents RRHA from making an eligibility determination; therefore no informal 
hearing will be offered. 
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4-III.D. THE APPLICATION INTERVIEW 

RRHA will require families to participate in an eligibility interview to obtain information and 
documentation needed to make an eligibility determination.   Being invited to attend an interview 
does not constitute admission to the program. 

Assistance cannot be provided to the family until all SSN documentation requirements are met. 
However, if RRHA determines that an applicant family is otherwise eligible to participate in 
the program, the family may retain its place on the waiting list for a period of time determined by 
RRHA [Notice PIH 2012-10]. 

Reasonable accommodation must be made for persons with disabilities who are unable to attend 
an interview due to their disability [24 CFR 8.4(a) and 24 CFR 100.204(a)]. 

The head of household and the spouse/cohead will be strongly encouraged to attend the interview 
together. However, either the head of household or the spouse/cohead may attend the interview 
on behalf of the family. Verification of information pertaining to adult members of the household 
not present at the interview will not begin until signed release forms are returned to RRHA. 

The interview will be conducted only if the head of household or spouse/cohead provides 
appropriate documentation of legal identity (Chapter 7 provides a discussion of proper 
documentation of legal identity). If the family representative does not provide the required 
documentation, the appointment may be rescheduled when the proper documents have been 
obtained. 

Pending disclosure and documentation of social security numbers, RRHA will allow the family 
to retain its place on the waiting list for 30 days. If not all household members have disclosed 
their SSNs at the next time a unit becomes available, RRHA will offer a unit to the next eligible 
applicant family on the waiting list. 

If the family is claiming a waiting list preference, the family must provide documentation to 
verify their eligibility for a preference (see Chapter 7). If the family is verified as eligible for the 
preference, RRHA will proceed with the interview. If RRHA determines the family is not 
eligible for the preference, the interview will not proceed and the family will be placed back on 
the waiting list according to the date and time of their application. 

The family must provide the information necessary to establish the family’s eligibility, including 
suitability, and to determine the appropriate amount of rent the family will pay. The family must 
also complete required forms, provide required signatures, and submit required documentation. If 
any materials are missing, RRHA will provide the family with a written list of items that must be 
submitted. 

Any required documents or information that the family is unable to provide at the interview must 
be provided within 10 business days of the interview (Chapter 7 provides details about longer 
submission deadlines for particular items, including documentation of Social Security numbers 
and eligible noncitizen status). If the family is unable to obtain the information or materials 
within the required time frame, the family may request an extension. If the required documents 
and information are not provided within the required time frame (plus any extensions), the 
family will be sent a notice of denial (see Chapter 3). 

An advocate, interpreter, or other assistant may assist the family with the application and the 
interview process. 
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Interviews will be conducted in English. For limited English proficient (LEP) applicants, RRHA 
will provide translation services in accordance with RRHA’s LEP plan. 

If the family is unable to attend a scheduled interview, the family should contact RRHA in 
advance of the interview to schedule a new appointment. In all circumstances, if a family does 
not attend a scheduled interview, RRHA will send another notification letter with a new 
interview appointment time. Applicants who fail to attend two scheduled interviews without 
RRHA approval will have their applications made inactive based on the family’s failure to 
supply information needed to determine eligibility. The second appointment letter will state 
that failure to appear for the appointment without a request to reschedule will be interpreted to 
mean that the family is no longer interested and their application will be made inactive. Such 
failure to act on the part of the applicant prevents RRHA from making an eligibility 
determination, therefore RRHA will not offer an informal hearing. 

4-III.E. FINAL ELIGIBILITY DETERMINATION [24 CFR 960.208] 

RRHA will verify all information provided by the family (see Chapter 7). Based on verified 
information related to the eligibility requirements, including RRHA suitability standards, 
RRHA will make a final determination of eligibility (see Chapter 3). 

When a determination is made that a family is eligible and satisfies all requirements for 
admission, including tenant selection criteria, RRHA will notify the family in writing of their 
eligibility within 10 business days of the determination and will provide the approximate date 
of occupancy insofar as that date can be reasonably determined. [24 CFR 960.208(b)]. 

If RRHA determines that the family is ineligible, RRHA will send written notification of the 
ineligibility determination within 10 business days of the determination. The notice will 
specify the reasons for ineligibility, and will inform the family of its right to request an 
informal hearing (see Chapter 14). [24 CFR 960.208(a)] 

If RRHA uses a criminal record or sex offender registration information obtained under 24 CFR 
5, Subpart J, as the basis of a denial, a copy of the record must precede the notice to deny, 
with an opportunity for the applicant to dispute the accuracy and relevance of the information 
before RRHA can move to deny the application. See Section 3-III.G for RRHA’s policy 
regarding such circumstances. 
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Policy No. 020 
Date: December 20, 1996 
Revised: 9/17/01 
Revised: 07/01/2013 
Revised: 04/01/2014  

SELECTION AND HIRING 

I. PURPOSE  

To establish the authority and responsibility of RRHA’s personnel in recruiting and selecting 
employees; to maximize RRHA efforts and resources in selecting the best employees available.  

II. SCOPE

This policy applies to the selection and hiring of full time, part time, and temporary employees for
all positions.

III. POLICY

When a vacancy occurs, the hiring manager will initiate a recruiting and selection effort designed
to identify the most suitable individual for the position.

RRHA supports the practice of promoting from within when practicable and will post job
vacancies in the Central Office and at all other sites.  Qualified applicants within RRHA will be
given full consideration when filling vacancies; however, RRHA reserves the right to solicit
outside applicants for any job vacancies and to hire whomever RRHA deems appropriate in its
sole discretion.

The Board of Commissioners has established this policy and delegates responsibility for 
establishing or modifying procedures for implementation of the policy to the Executive Director. 
Current procedures are detailed below. 

IV. PROCEDURE

As a newly created or replacement position becomes available, the hiring manager should:

1. Obtain the necessary approvals from the Department Director and the Division
Vice President on replacement positions.

2. Obtain the necessary approvals from the Department Director, the Division Vice
President and the Executive Director on newly created positions.

3. Determine if the position will be posted internally only or if external candidates
will also be considered.

4. Advise the Human Resources department to begin the recruitment process which
includes sourcing via internal job posting and ads as directed.

5. Screen all applicants as to the minimum qualifications required for the position.

6. Review the personnel file on all applicants who are former RRHA employees.

7. Review the personnel file and attendance records on all internal candidates.
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8. Seek prior approval from Human Resources to interview former employees (if
any).

9. Select those applicants for interview who meet the minimum qualifications
required for the position.  All candidates who meet the minimum qualifications
required for the position should be interviewed; however, if the number of
qualifying candidates is greater than five (5), the hiring manager should reduce
the number by conducting a second level of screening for preferred
qualifications.

10. Script behavioral interview questions based on the skill requirements of the
position.  All candidates will be interviewed utilizing the same interview questions
and scoring grid.

11. Select a hiring panel.  The hiring panel must be approved by the Department
Director and the Division Vice President.

12. Take all exempt vacant positions through a 2-step interview process before a job
offer is extended.  The hiring manager has the discretion to make a job offer after
one interview for non-exempt vacancies.

13. Forward all screening and interview documents to HR for review with the hiring
manager’s recommendation for hire.

13.14. When an internal employee is selected to fill a posted vacancy, the hiring 
manager will confer with the other departments involved and agree upon a 
suitable reassignment date.  Start date for the new position is expected to occur 
within one to three weeks from date of job acceptance.    

The Human Resources department will: 

1. Prior to any offer of employment, review the screening, interview, and scoring
documents to ensure hiring policies and procedures have been handled fairly
and consistently.

2. Confirm starting pay rate and first day of work.

3. Process a job offer letter.  External applicant offer will be  contingent on
successful completion of all pre-employment screening requirements, which
include drug testing, review of DMV record (for positions that require driving on
agency business), reference checks and review of a criminal background check.

4. Request that newly the hired external applicant provide proof of eligibility to work
in the U. S. and complete the I-9 from within three (3) business days from the
date of hire.

FOLLOW UP AND DOCUMENTATION 

The Human Resources department will notify all unsuccessful candidates. 

Procedure Updated: 02/24/2014 
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Policy No. 220 
Date: December 20, 1996 
Revised: 3/10/99 
Revised: 10/20/08 
Revised: 05/23/11 – Effective 07/01/11 
Revised: 04/01/2014 

INCLEMENT WEATHER 

I. PURPOSE 

The purpose of the Inclement Weather policy is to provide RRHA employees guidelines for 
reporting to work when the agency’s business hours are impacted by the weather.   under 
extreme weather conditions. 

II. SCOPE

This policy is applicable to all employees.

III. DEFINITIONS

A. Inclement Weather.  Severe weather conditions where a Traveler’s Advisory is issued by 
the Virginia Department of Transportation. 

A.B. Essential Personnel.  Those employees designated by his/her Division as essential to the 
on-going operations and functions of a particular department under all weather 
conditions. 

The Board of Commissioners has established this policy and delegates responsibility for 
establishing or modifying procedures for implementation of the policy to the Executive Director.  
Current procedures are detailed below.   

IV. PROCEDURES

A. Notification of Closure or Delayed Opening.  In the event of inclement weather, a decision 
will be made by the Executive Director or his/her designee by 7:00 a.m. on whether to 
open as scheduled, open late or close all day.  If the agency is closed or if opening is 
delayed, a voice announcement will be recorded on RRHA’s designated Inclement 
Weather Line (540) 983-9280.  If the agency is operating its normal business hours, no 
announcement will be made. 

In the event the Inclement Weather Line is inoperable, a phone chain will be initiated and 
each employee will be contacted by phone as to closure or delayed opening.  

In the event, the employee is not able to access the Inclement Weather Line and has not 
been contacted by his/her supervisor by 7:30 a.m., the employee should call his/her 
supervisor for direction.   

B. Designation of Essential Personnel.  Each division is to develop and maintain an active 
list of employees designated as Essential Personnel with a copy of the most current list 
sent to the Human Resources.  Employees who are deemed as essential personnel will 
be identified by job description.  Signed job descriptions will be Essential Personnel will 
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receive written notification of their status.  This notification will be acknowledged in writing 
by the employee with a copy of the form placed in the employee’s  his/her respective 
personnel file. 

C. Compensation and Reporting to Work.  The following procedures apply to the 
responsibilities of essential and non-essential employees under inclement weather 
conditions: 

1. All employees designated as Essential Personnel are required to report to work.

2. Essential Personnel who do not report to work for valid reasons may be granted
Personal Time Off by the supervisor.  Essential Personnel who do not have a valid
reason for failing to report to work are subject to Leave without Pay and may incur
disciplinary action up to and including termination.

3. In cases of inclement weather where a Traveler's Advisory has been issued and
where a decision has been made to open the office on time or on a delayed
schedule, employees not officially designated as Essential Personnel are to make an
individual decision on whether or not to report to work.

Non-essential staff who elect not to report to work on a day the office opens on time or on a delayed 
schedule will be charged with Personal Time Off. If no Personnel Time Off is available, an employee will 
take Leave without Pay.   

Procedure Updated: 02/24/2014 
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Policy No. 311 
Date Effective: 07/01/11 
Revised: 05/01/2012 
Revised: 04/01/2014 

PERSONAL TIME OFF 

DEFINITIONS 

Paid Time Off (PTO) provides all regular full and part-time staff members with paid time away from work 
that can be used for vacation, personal business, and brief personal or family illness. PTO must be 
scheduled in advance and have supervisory approval, except in the case of an unexpected illness or 
emergency.  

Limited Supplement (LS) provides all active employees who work a regular schedule of 30 hours or more 
per week a benefit that may be used to supplement pay up to the 100% level of compensation during 
qualifying events in connection with Short Term Disability (STD), Long Term Disability (LTD), RRHA 
approved ADA Accommodations, Workers’ Compensation (WC), or a serious health condition of the 
employee or others as defined in RRHA’s FMLA Policy.   

The payment of LS is available following the satisfaction of seven (7) calendar days waiting period for 
STD and WC qualifying events.  The payment of LS is available for a qualifying FMLA absence as 
described above when the absence exceeds seven (7) consecutive calendar days.    

Special Note: 

 LS benefits include no provision of job protection nor do they alter RRHA’s policy as relates to
Employment-At-Will.  

 LS banks are intended for the sole use of employees in “active” status; therefore, LS is not paid
out upon termination of employment nor does this benefit extend beyond active employment.  

Short Term Disability (STD) is an insurance plan designed to provide all active regular employees who 
work a regular schedule of 30 hours or more per week with a percentage of salary should an employee 
be qualified as temporarily disabled due to illness or accident for a period exceeding seven (7) days.   

Long-Term Disability (LTD) is an insurance plan designed to provide all active regular employees who 
work a regular schedule of 30 hours or more per week with a percentage of salary should an employee 
be qualified as disabled due to illness or accident for a period exceeding ninety (90) days.   

ELIGIBILITY 

 All regular full and part-time employees are eligible to earn PTO.

 All regular full time employees with outstanding Sick Leave balances at the time of transition to
PTO are eligible for conversion of this balance to Limited Supplement.

 All active employees who work a regular schedule of 30 hours or more per week are eligible for
Limited Supplement accruals subject to the maximum balance stated in this policy.

 All active employees who work a regular schedule of 30 hours or more per week are eligible for
Short Term Disability coverage subject to qualifying claims.

 All active employees who work a regular schedule of less than 30 hours per week are not eligible
for LS benefits with the exception of employees who have Sick Leave balances on the effective
date of this policy.  Those balances will be converted to LS; however, no additional LS hours will
be provided.

 All active employees who work a regular schedule of less than 30 hours per week are not eligible
for Short Term Disability.
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 Temporary and contract employees are not eligible for PTO, Limited Supplement or Short Term
Disability.

PTO CREDIT SCHEDULE 

Regular Full Time: 

Earned PTO is credited following the end of each full calendar month of completed service based on the 
following schedule: 

Period of Continuous Regular Employment Per Full Calendar Month of Service 
Hire date to 2 year anniversary    9 Hours 
2 year anniversary to 5 year anniversary  11 Hours 
5 year anniversary to 10 year anniversary   13 Hours 
10 year anniversary to 20 year anniversary  15 Hours 
20 year anniversary to all following years  17 Hours 

New Hires:  
New hires begin earning PTO upon completion of their first full calendar month of employment. 

Regular Part Time: 

Regular part-time employees will accrue a percentage of PTO as listed for regular full time employees.  
The percentage is calculated based on the number of hours the part time employee is regularly 
scheduled to work as compared to a regular schedule of 37.5 hours.  Example: An employee who works 
regularly works an 18.75 hour schedule will accrue 50% of the PTO hours earned by a regular full time 
employee.   

Reemployment: 

If an employee who separated voluntarily from RRHA is reemployed, PTO will be earned beginning with 
completion of the first full calendar month of reemployment. If an employee is reemployed within 5 years 
of voluntary separation, the employee will be awarded full prior service credit for purposes of application 
of the PTO Credit Schedule.  No past service credit is awarded for employees reemployed after 5 years 
away from the agency. 

LIMITED SUPPLEMENT CREDIT SCHEDULE 

All accrued Sick Leave that active employees have earned at the time of transition will be placed in an 
individual LS bank for each employee.  Active employees who work a regular schedule of 30 hours or 
more per week, who have not reached the maximum number of hours of accrued LS allowed, will accrue 
LS following each full calendar month of completed continuous service.   

Period of Continuous Regular Employment Per Full Calendar Month of Service 
Hire date to 2 year anniversary   3 Hours 
2 year anniversary to 5 year anniversary  5 Hours 
5 year anniversary to 10 year anniversary   6 Hours 
10 year anniversary to 20 year anniversary  7 Hours 
20 year anniversary to all following years  8 Hours 

Active part-time employees who work a regular schedule of less than 30 hours per week may have a 
transitional LS bank but will not accrue additional LS.  Transitional LS banks for part time regular 
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employees will remain active until hours are depleted by qualifying events under STD, LTD, RRHA 
approved ADA accommodations, WC, and FMLA. 

Active part-time employees who work a regular schedule of 30 hours or more per week will accrue a 
percentage of LS as listed for regular full time employees.  The percentage is calculated based on the 
number of hours the part-time employee is regularly scheduled to work as compared to a full-time 
schedule of 37.5 hours.  Example:  An employee who regularly works a 30 hour schedule will accrue 80% 
of the LS earned by a regular full-time employee.   

New Hires: 

New hires begin earning LS upon completion of their first full calendar month of employment.  

Maximum Accrual: 

The maximum accrual for LS is 195 hours.  (Employees who transitioned hours into LS from their Sick 
Leave bank may carry a higher maximum; however, they will not earn additional LS until the end of the 
first full calendar month after their LS bank balance is below the stated maximum.) Employees who have 
the maximum accrual as of the end of any calendar month will not earn additional LS hours for that 
month.  If the full accrual amount for any given month would bring the employee’s LS hours above the 
maximum, the employee will earn only the number of hours required to reach the maximum.  

ADMINISTRATION 

Scheduled PTO (SPTO) 

SPTO may be scheduled any time throughout the year, based on the operational needs of the 
department.  SPTO must be approved in advance by the employee’s supervisor.  SPTO may be 
scheduled in increments of fifteen minutes.   

It is expected that employees provide a minimum 2 week notice (or as far in advance as possible) for 
SPTO requests of 2 or more days in duration to their Supervisor for approval.  RRHA will make 
reasonable efforts to accommodate the employee’s request; however, all SPTO requests are subject to 
the business needs of the agency.  Where conflicts develop, the supervisor will make every effort to 
resolve the issue as fairly as possible.  Preference will based on the priority work needs of the 
department. 

If medical reasons cause a staff member to request SPTO in excess of three consecutive work days, a 
doctor’s Fitness for Duty release is required before the staff member may return to work regardless of 
whether the absence qualifies for Short Term Disability, Workers’ Compensation or FMLA.  Such release 
should be submitted to the staff member’s supervisor and then forwarded to the Human Resources 
Department.  

Unscheduled PTO (UPTO) 

PTO that is not scheduled and approved by the close of the previous business day is considered to be an 
unscheduled PTO (UPTO) incident. If advance notice is not possible, notification by phone must be given 
by the employee to his or her Supervisor.  Notification calls must be made within the first hour of the 
workday on the first day of UPTO.  If the Supervisor is not available, then the Department Director or 
Division VP must be contacted.  Consecutive UPTO days are counted as a single occurrence. 

Supervisors will require employees to maintain contact for any period of UPTO on a day-to-day basis, 
unless the employee has provided a doctor's certification covering a specified period.  

An employee’s failure to notify his or her Supervisor as noted in this policy is considered a violation of 
RRHA’s standards of employee conduct and may result in disciplinary action, up to and including 
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termination. 

UPTO will be monitored for compliance with agency attendance policy and for noted patterns of misuse.  
The use of UPTO is addressed through formal and informal performance evaluation and also through the 
disciplinary process.  It is expected that both the supervisor and employee work together in an attempt to 
avoid occurrences of UPTO in excess of RRHA’s attendance policy or noted patterns of misuse.  UPTO in 
excess of the agency’s attendance policy may result in disciplinary action up to and including termination.  

FMLA, Workers’ Compensation, Bereavement, Court, Uniform Services and Short Term Disability 
absences are not included in the UPTO calculations as relates to meeting the agency’s attendance policy. 
UPTO taken in excess of the PTO bank will be Leave without Pay and will be subject to the Leave without 
Pay policy. 

If medical reasons cause a staff member to incur UPTO in excess of three consecutive work days, a 
doctor’s Fitness for Duty release is required before the staff member may return to work regardless of 
whether the absence qualifies for Short Term Disability, Workers’ Compensation, or FMLA.  Such release 
should be submitted to the staff member’s supervisor and then forwarded to the Human Resources 
Department.  

Other 

RRHA reserves the right to require employees to use PTO on those occasions where the best interest of 
the agency will be served.   

Employees absent without notice for three (3) consecutive scheduled workdays will be considered to 
have voluntarily resigned. 

When non-exempt employees incur PTO during a given work week and subsequently work hours beyond 
their regular schedule, the Supervisor will charge the PTO balance with only the number of hours 
necessary to result in payment for the full work schedule for that week.  Example: Monday: 7.5 SPTO, 
Tuesday 9.5 Regular Hours, Wednesday 9.5 Regular Hours, Thursday 7.5 Regular Hours, Friday 7.5 
Regular Hours.  Total: 41.5 hours.  The Supervisor will reduce the SPTO hours to 4.0 in order to adjust 
the compensation for the full work schedule of 37.5 hours.   

Employees may not borrow against PTO hours expected to be awarded in future months.   

PAYMENT OF UNUSED PAID TIME OFF 

At the time of separation, employees who separate voluntarily from employment with RRHA will be paid 
for the balance of unused PTO, to a maximum of 75 hours.  

To qualify for payment of unused PTO, the employee voluntarily departing RRHA must work at least a full 
two week notice, without interruption, directly prior to separation.  No Leave, either approved or 
unapproved, may be taken during the time the employee works his/her notice.   

With the exception of those situations noted below, employees who are involuntarily separated from 
RRHA are not eligible for payout of their PTO balance.   

Exceptions include: 

 Reductions-in-Force

 Serious Health Condition (as defined by FMLA)

 Exhaustion of FMLA

 Workers’ Compensation

 Death

 Exceptions approved by the Executive Director
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Employees who meet the exception criteria will be paid out their fullaccrued but not yet taken PTO 
balancenot to exceed 75 hours at time of separation.   

PTO CARRY OVER 

Employees with PTO balances in excess of 75 hours remaining as of the close of business on December 
31 will not earn additional PTO accrual until the end of the first full calendar month after the balance falls 
below 75 hours.  From that point, employees will accrue additional PTO according to the PTO Credit 
Schedule for the remainder of the calendar year. 

 EXAMPLE JAN FEB MAR 

First of Month 96* 96 58.5 

Accrued 0 0 
Employee will receive full accrual each 
month for the remainder of the year.     
10 HOURS 

Used 0 37.5 0 

End of Month 96 58.5 68.5 

* Excess Carryover at year
end is any balance greater 
than 75  

MANAGEMENT OF PTO 

Employees are responsible for managing their PTO accounts.  It is important that employees plan ahead 
for how to use it.  This means developing a plan for taking vacations, as well as time off for other reasons.  
It also means holding some time in reserve for the unexpected, such as emergencies and brief illness.  

EXCEPTIONS 
The Executive Director may approve exceptions to this policy when the best interest of the agency is 
served. 
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Policy No. 024 
Date: December 20, 1996 
Revised: 02/19/08 
Revised: 04/01/14 

EMPLOYMENT OF RESIDENTS 

I. PURPOSE 

To establish guidelines to hire Roanoke Redevelopment & Housing Authority residents. 

II. SCOPE

This policy applies to all residents of the Roanoke Redevelopment and Housing AuthorityRRHA’s
public housing program, Section 8 program, tax credit properties, contracted management
properties, and privately owned properties.

III. POLICY

The employment of qualified Roanoke Redevelopment and Housing Authority residents shall be
given every consideration.

IV. DEFINITION

A resident is any person who resides at any housing development owned and/or managed by the 
Roanoke Redevelopment and Housing Authority or participates in an assisted housing program 
operated by RRHA. 

The Board of Commissioners has established this policy and delegates responsibility for 
establishing or modifying procedures for implementation of the policy to the Executive Director.  
Current procedures are detailed below.   

V. PROCEDURE 

A. Residents will not be permitted to work for RRHA at any housing development in which 
he/she resides unless such arrangement is in the benefit of the operation of RRHA and is 
approved in advance by the Executive Director.  

B. 
A.B. Human Resources shall email externally posted positions to Resident 

Services staff, Resident Councils, and the Section 3 Coordinator so that they 
may distribute the posting to residents who are seeking employment.    

B.A. C.  To ensure the Human Resources will track resident hires via its Human Resources 
Information System is appropriately noted, Hiring Managers must advise the Human 
Resources Department of its decision to hire a Residentfor HUD reporting requirements.  

Approved by the Board of Commissioners: (03/17/08) 
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Policy No. 023 
Date: December 20, 1996 
Revised: 02/19/08 
Revised: 04/01/2014 

EMPLOYMENTRevised: 01/01/14 

CONFLICT OF RELATIVESINTEREST IN HIRING 

I. PURPOSE  

To ensure that employees are not placed in positions where a conflict of interest may occur as a 
result of a family relationship or living arrangement. 

II. SCOPE

This policy applies to all RRHA employees and applicants.

III. POLICY

Immediate family members and non-related individuals living in the same household shall not be
hired or promoted into a position that would place him or her in a direct or indirect supervisory or
auditing relationship with one another.

The Board of Commissioners has established this policy and delegates responsibility for
establishing or modifying procedures for implementation of the policy to the Executive Director.
Current procedures are detailed below.

IV. DEFINITION

Immediate family includes spouse, son, daughter, mother, father, grandparent, sister, brother, in-
law or other family member individuals living in the same household.  For the purpose of this
policy, living arrangement is defined as individuals living in the same household.

V. PROCEDURE

A. Immediate family members and non-related individuals living in the same household with 
a current RRHA employee will not be hired by RRHA without the prior approval of the 
Executive Director. 

B. Immediate family members and non-related individuals living in the same household will 
not be hired into a department where they directlythat would place him or indirectly 
superviseher in a direct or are supervised byindirect supervisory or auditing relationship 
with one another. 

C. In situations where two employees become related by marriage or take up residence 
together and one has supervisory responsibility for the other or makes employment 
decisions pertaining to the other, one (or both) of the affected individuals will be required 
to transfer or resign.   

While consideration may be given to the preferences of the affected employees, the 
decision as to who will be transferredaffected will ultimately be driven by current business 
needs and budgetary constraints. The Executive Director may require one or both 
employees be transferred.   or resign.  
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If the selected individual(s) elects not to transfer, then the Executive Director will consider 
his/her decision a voluntary resignation.  

RRHA will make every effort to take relocate the employee(s) who is selected to be 
transferredthe appropriate course of action within ninety (90) days of the marriage and/or 
change in living arrangement. 

Such action taken by RRHA is administrative in nature and therefore, the action cannot 
be grieved.   

D. An employee may not participate in the selection process involving immediate family or 
members living in the same household.  

 Approved by the Board of Commissioners: (02/19/08)  
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Policy No. 040 
Date: December 20, 1996 
Revised: 02/19/08 
Revised: 04/01/14 

PERSONNEL RECORDS & PRIVACY 

I. PURPOSE 

To establish standards by which information contained in personnel records will be managed to 
assure privacy, legal compliance and efficient personnel administration.  

II. SCOPE

This policy applies to all departments and employees of RRHA.

III. POLICY

A. Internal Access.  Access to personnel files is restricted to authorized employees of the 
Human Resources department, supervisors and others on a need-to-know basis.  In 
addition, Eemployees may examine their own personnel and confidential files up to two 
times per  year., in normal circumstances, under the supervision of the Human Resource 
Department.     

B. Housing.  Ownership.  Personnel filesrecords are the property of RRHA and may not be 
removed from the Human Resources department. 

C. Notification of Changes.  Changes of address, telephone number and/or family status 
(births, marriage, death, divorce, legal separation, etc.) must be reported immediately to 
Human Resources, as an employee's income tax status and group insurance may be 
affected by these changes. 

D. Information Requests.  Internal and external requests for information will be directed to 
the Human Resources department.  RRHA has the right to verify information without 
notifying the employee involved, and to cooperate with law enforcement investigators, 
public safety, and medical officials.  

E. Employment References.  SupervisorsManagement and other employees are prohibited 
from providing personal ormust forward all requests for employment references on 
ex-employees or current employees. to Human Resources for handling.  

The Board of Commissioners has established this policy and delegates responsibility for 
establishing or modifying procedures for implementation of the policy to the Executive 
Director.  Current procedures are detailed below.   

IV. PROCEDURE

A. Personnel File.  When an employee is hired at RRHA, a personnel file will be 
establishedcreated generally containing the following information: 

1. Application for employment and related hiring documents, such as resumes,
course transcripts, letters of reference, etc.

2. Employee Handbook, Job Description, and Key RRHA policies 
acknowledgements of receipt.   
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3. Personal information, including address, phone, etc. and emergency contact.

4. Notices of compensation and employment status changes.

5. Performance documentation including performance appraisals and disciplinary
action reports.

6. Other documents pertaining to employment such as appreciation letters, training
records, etc.

B. Confidential File. When an employee is hired at RRHA, a confidential files will be created 
generally containing the following information: 

1. Benefit administration records, medical records,  education records, and any
other non-performance related information will be kept in a separate confidential 
file.   

Human Resources Information System.  Records contained in the HR Information 
System are considered part of the personnel file.  

Confidential File. When an employee is hired at RRHA, a confidential file will be 
established generally containing the following information: 

C. Benefit administration records, education records, investigatory notes and any other non-
performance related information will be kept in a separate confidential file. and 
confidential file. 

D. Employment Eligibility Verification. (I-9) forms are maintained in a separate file that is 
stored away  maintained separately from the Personnel and Confidential files. and are 
not accessible to anyone other than HR.  Human Resources may access these records 
only to perform administrative duties as required by law.  Access to these records is 
limited to the federal government review.   

D. 
E. Family Medical Leave.  When applicable, a separate file is maintained for each 

employee’s Family Medical Leave event.   

F. B. Examination of an Employee's Personnel File.  Inspection of an employee's 
personnel file may be accomplished at reasonable times during office hours under the 
following conditions: 

1. Employee.  Employees may examine their personnel files up to two times each
calendar year, at reasonable times, and upon prior 24 hour notice submitted to
Human Resources.  This review will take place in the Human Resources
department with a Human Resource representative present.  Employment
references and notes of legal or disciplinary investigations in progress, if any, will
be removed before the employee views the file.

If an employee disagrees with a record on file or believes there is an error or
omission, he/she may discuss his/her concerns with the appropriate manager
and/or Human Resources Representative; however, he/she may not alter the
document.  The manager and/or Human Resources Representative will consider
the objections and may remove erroneous information.  Should the disputed
information be retained in file, the employee may submit a written rebuttal or
correction statement which will be included in his/her file. The statement will
remain in the file as long as the disputed information is retained.
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Employees may not remove any documents from the file; however, they may 
obtain a copy of documents.   

2. Management Staff.  Management staff may examine active and separated
employee files on a need-to-know basis.

3. Legal Mandated Inquiries.  RRHA generally will cooperate with federal, state and
local government agencies investigating an employee if the investigators furnish
proper identification and proof of legal authority to investigate; however, RRHA
may first seek advice of legal counsel.  RRHA may permit a government
investigator to review a personnel file on RRHA premises, but the investigator will
not be allowed to remove or reproduce this information without consent from
Human Resources and/or RRHA’s legal counsel.

G. C. Information Requests and Employment References.  If employees wish RRHA to
verify information requested by outside sources for credit, social services, employment 
history or other purposes, a release form with the employee's signature must accompany 
the request. All verifications will be in writing and a copy retained in the employee's 
confidential file.  Social Security numbers are not public records.  An individual’s social 
security number will be removed from any record inspected or released in response to a 
public record request.  

Employment references on former employees will be provided by Human Resources 
only, as follows: 

 date of hire and date of separation

 job title(s)

Credit/other Inquiries:  Information will be limited to the following: 

 date of hire and date of separation

 job title(s)

 confirmation of salary

DH. File Retention.  Personnel files will be maintained by the Human Resources department 
and retained for seven years after an employee’s separation date.  The Human 
Resources Information System database that contains basic demographic, benefit, job 
and compensation history will be retained indefinitely.  

Approved by the Board of Commissioners: (02/19/08) 

108



Resolution # 3782 – March 24, 2014 – Agenda Item # 4 – Attachment # 7  Page 1 of 1 

Policy No. 621 
Date: December 20, 1996 
Page 1 of 1 

JOB POSTING 

I. PURPOSE 

To provide a system by which employees may investigate, apply and be selected 
for job openings on an equal basis with outside applicants.  

II. SCOPE

This policy applies to all positions within the Authority. 

III. POLICY

The Authority supports the practice of promoting from within when practicable.  It 
also believes that employees have the primary responsibility for their own career 
development. To assist in both of these processes, the Authority posts job 
vacancies in the Central Office and at all other locations in Management and 
Maintenance Offices.  Qualified applicants within the Authority will be given first 
consideration when filling vacancies.  However, the Authority reserves the right to 
solicit outside applicants for any job vacancies and to hire whomever the 
Authority deems appropriate in its sole discretion. 

IV. PROCEDURE

A. When a vacancy occurs, the appropriate supervisor will submit an 
approved Employee Requisition form to the Human Resources Director 
(see Policy No.020, Selection and Hiring).  This completed form includes 
all job-related requirements necessary for proper applicant screening.  

B. The Human Resources Director will prepare a job posting form for display 
on the bulletin board.  The steps to apply for any posted position appear 
on the form and the necessary prerequisites are attached. 

C. When an employee is selected to fill a posted vacancy, the departments 
involved will confer and agree on a suitable transfer date.  Such transfers 
are expected to occur within one to three weeks from date of job 
acceptance.  
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