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OUR MISSION: 

The Vermont State Housing Authority’s Mission 

is to promote and expand the supply of 

affordable rental and homeownership 

opportunities on a statewide basis. 

Each new endeavor will enhance or increase the 

organization’s capacity to continue its Mission 

and to assure the effectiveness of VSHA as a 

provider and administrator of affordable housing 

programs. 
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Introduction 

This Tenant Guide is being provided to you as part of your briefing.  It contains information 

that should answer most of your questions about the program.  Please contact your 

Vermont State Housing Authority (VSHA) representative with any further questions or 

comments. 

 

Field Representative: _____________________________ 

 

Telephone Number: ______________________________ 

 

With the exception of the city of Montpelier, the Housing Choice Voucher (HCV) program 

is administered on a state-wide basis by VSHA.  The funding for the program is through 

the U.S. Department of Housing and Urban Development (HUD).  The purpose of the 

program is to provide decent, safe and sanitary affordable housing to low-income 

Vermonters in the private rental market. 

 

Households that meet the eligibility requirements and have been issued an HCV, pay 

between 30% - 40% of their adjusted income towards the monthly rent and utilities.  The 

balance of the rent is paid by the program directly to the landlord, or to their appointed 

agent, provided the rent is within program guidelines. 

 

In order for the program to work well, it is important that 

there be a good working relationship between the 

tenants, property owners, and VSHA.  This Tenant 

Guide provides tenants with information that will help 

develop and maintain that relationship.  
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The Housing Choice Voucher (HCV) Program 

The HCV program provides housing assistance to eligible families that have been issued 

a voucher to rent privately owned housing units at an affordable rent.  The voucher verifies 

that the family is eligible and that the funds have been set aside to assist in paying their 

rent.  The assistance is conditional upon the family finding an appropriate rental unit that 

meets all the requirements for participation in the program.  These requirements are set 

down in the Federal Regulations that govern the program. 

 

Before assistance can begin, the rental unit must pass the VSHA/HUD Housing Quality 

Standards (HQS) inspection and the rent must be determined to be reasonable and 

comparable to other rents charged for similar, unsubsidized housing in the area.  VSHA 

uses an established system to determine a unit’s rent reasonableness. 

 

Owners are required to enter into a lease with the family consistent with the Vermont 

Landlord Law.  Further, owners must enter into a Housing Assistance Payment (HAP) 

contract with VSHA.  When VSHA staff determines compliance with VSHA/HUD 

inspection requirements and certifies that the rent charged is reasonable, contracts will 

be executed and the landlord will receive a rent subsidy payment from VSHA on behalf 

of the family. 

Important Terms and Information 

Housing Assistant Payment (HAP) – The rent subsidy paid to the landlord by VSHA.  

The HAP is calculated by VSHA based on the family’s adjusted income. 

Tenant Rent – The rent the tenant pays to the landlord, as determined by VSHA. 

Contract Rent – The total rent paid to the landlord. 

Contract Rent = HAP + Tenant Rent 
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Total Tenant Payment (TTP) – The TTP is the tenant rent combined with the utilities that 

the tenant is responsible for paying.  This total is expected to be between 30% - 40% of 

the family’s adjusted income.  For initial contracts, the total may not exceed 40% of a 

family’s adjusted income. 

Payment Standard – VSHA determines the payment standard which is used for each 

county.  This standard is established annually based on a percentage of HUD Fair Market 

Rent (FMR). 

Maximum Voucher Subsidy – This is the most that VSHA can pay on the family’s behalf.  

The family’s subsidy is calculated by subtracting 30% of the family’s adjusted monthly 

income (Total Tenant Payment) from the Payment Standard. 

Maximum Voucher Subsidy = Payment Standard – Total Tenant Payment 

Rent increases – Rent increases are allowable, provided the landlord follows state law 

and program procedures.  Rent increases are limited to a rent reasonableness test 

performed by VSHA staff.  VSHA and the tenant must receive at least a 60-day written 

notice.  The family is usually receiving their maximum subsidy allowed 

under the program and will be responsible for paying the rent 

increase. 

“Lease-Up” Process  

The Section 8 Program participant is responsible for finding an 

appropriate rental unit (with VSHA assistance). 

 Upon being issued an HCV, the family is briefed by their 

VSHA field representative. 

 The family is provided with the names of possible 

landlords who have expressed interest in the program, 

as well as other advice that may help them find a unit. 

 The family finds housing that interests them and 

contacts their VSHA field representative.  
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 Landlord determines applicant suitability (the landlord must use the standard 

business practices used in determining the suitability of any applicants for the 

rental unit, provided these practices are within the Vermont Fair Housing laws). 

 The Landlord accepts the tenant. 

Request for Tenancy Approval 

The Request for Tenancy Approval form is supplied by VSHA and outlines all of the 

information needed to determine if the rental unit falls within the program guidelines.  The 

Request for Tenancy Approval is entered into between prospective landlord and the 

Section 8 participant.  The form provides VSHA staff with enough information about the 

rental unit to determine if the unit meets program guidelines. 

Housing Quality Standards (HQS) Inspection 

The VSHA Field Representative will perform an HQS 

inspection of the rental unit.  This is done at the request of 

the landlord and tenant once the basic information on the 

Request for Tenancy Approval has been approved.  The 

HQS Inspection is required to ensure the rental unit meets 

the minimum standards established by HUD and VSHA. 

If there are any “failed items” as a result of the inspection, the Field Representative will 

notify the landlord and tenant in writing.  Upon correction of any “failed items”, the Field 

Representative will re-inspect.  Once the unit passes HQS inspection, the “lease-up” can 

continue.  It should be noted that VSHA cannot begin Housing Assistance Payments 

(HAP) until the unit passes the HQS inspection and HAP contract and lease are signed. 
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The Lease 

A written lease agreement must be signed by the landlord and the tenant; a copy is 

provided to VSHA.  The lease must include: 

 name of landlord 

 the name of all family members 

 the address of the rental unit 

 the rent amount 

 the utilities paid by the landlord and those utilities paid by the tenant 

 the security deposit amount (the security deposit is paid by the tenant to the 

landlord). 

 term of lease, including any renewal clause. 

The landlord may choose to use their own lease; however, it must comply with state and 

local laws and include the HUD Tenancy Addendum.  The lease should be the same 

lease used for the landlord’s other rental units.  If the landlord does not have a lease, 

VSHA has a standard lease that the landlord can use. 

Housing Assistance Payment (HAP) Contract 

The HAP contract is between the landlord and VSHA.  It sets forth the contractual 

obligations of both parties, including the effective dates of the contract, initial HAP 

payment, the address of the rental unit, and the family members’ names.  The landlord 

and the VSHA representative must sign this contract.  

Once all of the necessary inspections are completed and the required contracts are 

executed, VSHA will begin HAP payments to the landlord on behalf of the assisted family.  

The Field Representative will act promptly to facilitate a “Lease-up”.  HQS inspections are 

scheduled as soon as possible, often within a few days of the request. 

Tenancy 

The landlord and tenant are required to comply with the terms of the signed contracts.  All 

parties must comply with all state and local laws.  The assisted tenancy is a landlord-

tenant relationship, with VSHA providing a rental subsidy to the owner based on the HAP 

contract. 

 



VERMONT STATE HOUSING AUTHORITY Tenant Briefing Packet 
 

Page 11 of 85  12/1/2019 

The family and landlord should keep the VSHA Field Representative informed of any 

changes that might affect the tenancy. 

VSHA will do an annual re-exam of the family income.  The Field Representative will do 

an annual HQS inspection of the unit.  If the landlord and tenant choose, the tenancy may 

continue based on the contract terms.  VSHA will determine if there are any changes in 

the tenant portion of the rental based on the re-exam.  All parties will be notified of any 

changes. 

Participant Guide for the Section 8 Housing Choice Voucher Program 

At your tenant briefing you will be given a Housing Choice Voucher Preliminary 

Worksheet.  This gives you the basic information you need to search for a unit or 

determine if your current apartment will qualify for the program. 

In many instances you will have the option of paying up to 40% of your adjusted income 

for rent, which in turn will increase the maximum gross rent. 

There are some cases where an ANFC recipient may not have the option of paying a 

higher amount for rent and utilities because the Welfare rent exceeds 40% of adjusted 

income.  In those situations you will be limited to units whose gross rents are at or below 

the payment standard. 

Payment Standard/Maximum Gross Rent 

The payment standard is the limitation on the amount that can be paid for rent and utilities 

when you are paying 30% of your adjusted gross income.  The Payment Standard is 

funded based on a percentage (90-110%) of the published Fair Market Rents. 

 

 

Here’s how to figure whether a rent is within the Payment Standard: 

 First, find out what utilities, if any, are not included in the rent. 

 Next, look at your Utility Allowance Schedule.  It gives an estimated cost for each 



VERMONT STATE HOUSING AUTHORITY Tenant Briefing Packet 
 

Page 12 of 85  12/1/2019 

utility not included in the rent – ones you are required to pay.  To find those non-

included utilities, look on your voucher in the column under bedroom size. 

 Add those amounts to the rent the landlord is charging (contract rent). 

 Now, compare that total to the Payment Standard. 

If the total is not more than the Payment Standard, then that apartment or house is eligible 

for rent assistance, as long as it meets Housing Quality Standards and the rent is 

determined to be reasonable. 

Example 

 

 Payment Standard = $ 332

    

A 
P 
A 
R 
T 
M 
E 
N 
T 

Actual Rent = $ 200 (plus utilities: oil & electricity) 

Utilities 

= $ 72 Oil heat 

= $ 14 Electric hot water 

= $ 4 Electric cooking 

= $ 18 Electric lights 

TOTAL $ 308 (this apartment is eligible since the total 
is less than the $332 Payment Standard) 

 

In many instances you are allowed to pay up to 40% of your adjusted income for rent.  

This will allow you to lease a unit above the Payment Standard.  At the time of your 

briefing you will be given information on your maximum gross rent and whether you are 

able to lease a unit with a maximum gross rent above the Payment Standard. 

PLEASE CALL YOUR VSHA FIELD REP IF YOU HAVE ANY QUESTIONS 

Families with members who have disabilities may request a reasonable accommodation 

to raise the payment standard in order to meet the needs of the family.  
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How to Find a Suitable Apartment or House 

Your Housing Choice Voucher is good for 60 

days.  Within 60 days you must either have 

your present housing approved and accepted 

into the program, or you must find another 

place - one that qualifies.  If you haven’t done 

either of those within 60 days, you may lose 

your chance - your voucher may be canceled 

and reissued to the next person on our waiting 

list.  You MAY be able to have your voucher 

extended upon written request.  PLEASE CONTACT YOUR FIELD REP. 

Advantages of Moving to Areas That Are Not High Poverty Areas for 
Housing Choice Voucher Program Voucher Families 

 HUD feels Housing Choice Voucher Program Vouchers “are ideal mechanisms to” 

broaden the housing choices for low-income families. 

 Since HUD feels families should be encouraged to seek housing opportunities that 

are outside of high-poverty areas, VSHA has been asked to explain the 

advantages of locating housing in areas outside high-poverty census tracts during 

initial briefing sessions.  A high-poverty census tract is a census tract in which at 

least 20% of the persons for whom poverty is determined have incomes below the 

poverty level. 

 Advantages of locating housing in areas outside high-poverty census tracts include 

the following: 

o Such areas generally have better schools, a lower crime rate, better public 

services, and more shopping and other amenities. 

o Primary data from local moving to opportunity programs appears to 

substantiate that children of families moving from high poverty areas reach 

higher levels of school achievement. 

 Mover Briefings: 

Mover Briefings are required for voucher holders planning to move.  These sessions 
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provide information to assist in planning and making a smooth transition. 

See Maps of High Poverty Areas attached in appendix. 

Remaining in Your Present Apartment or House 

You may stay in your present unit if: 

 It meets the program’s Housing Quality Standards. 

 The rent is reasonable. 

 Your rent is within the Payment Standard/Gross Rent Limitation. 

 Your landlord is willing to participate in the program. 

We will determine if your unit meets these requirements.  If it does, we will work out the 

proper agreements with your landlord.  

Finding a New Apartment or House 

If your present housing does not meet our requirements, or if you want to move, it’s up to 

you to find a suitable place.  We can give you help and advice and can refer you to 

landlords already in the program who may have vacancies - but you must choose your 

own place to live.  

Provided you meet VSHA’s residency requirements, your voucher may be portable to 

states outside the jurisdiction of VSHA.  If you want to move out of state, you must contact 

VSHA with information about where you want to move in order to begin the process of 

transferring your voucher. 

If there is a person with a disability in the household, you may request a current listing of 

accessible units that we know of that may be available. 

When you call about a vacant unit, you need to ask: 

 How much is the rent? 

 How many bedrooms? 

 Are utilities included?  If not, which utilities does the tenant pay? 

 (Be sure to specifically ask about hot water.) 

 Are a stove and refrigerator provided? 
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 Are there special conditions, such as pet restrictions or no parking? 

 How much of a security deposit do I have to pay? 

PLEASE CALL YOUR VSHA FIELD REP IF YOU HAVE ANY QUESTIONS 

 

When You Find a Place 

When you know enough about the rent and you think it’s within program limits, call the 

landlord or manager for an appointment to see the apartment.   Be prompt.   If you cannot 

keep the appointment, call to reschedule it. 

When you look at the apartment, check to be sure it meets the Housing Quality Standards 

listed in “A Good Place to Live!”  It should meet your own standards too, for noise, 

neighborhood, etc.  If you feel the unit meets these standards, and if the rent is within the 

program limits, contact us as soon as possible.  We will schedule a meeting with the 

landlord to inspect the unit and go over Section 8 program details. 

If the unit meets program requirements, and the landlord agrees to participate, we will 

prepare the paperwork which must be signed by both you and the landlord.  We will let 

you know the amount of rent you will need to pay - the portion, that is, that we do not pay.  

We will also tell you when the contract begins.  You are responsible for your own moving 

expenses which includes security deposit. 

Below is a list of common problems you should avoid to help you evaluate the unit you 

select, even if it is the one you currently occupy: 

1. Missing or non-working smoke detectors on each 
occupied floor, including basement. 

2. Broken, cracked, or missing windows. 

3. Broken or missing outlet and switch-plate covers. 

4. Non-working stoves or refrigerators. 

5. Missing locks on windows and entry doors. 

6. Non-operative autos, discarded tires, or appliances on premises. 

7. Window or vent fan not present in bathroom.  

8. Leaking or inadequate plumbing.  
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9. Floor or ceiling tiles broken or missing. 

10. Handrails missing or broken on stairs or decks. 

11. Discharge line missing on hot water heater pressure relief valve. 

12. Interior or exterior chipped, flaking, or peeling paint in unit built 
before 1978 occupied by child under age 6. 

13. Removal of paint chips after painting. 

14. Mold and/or mildew on refrigerator and freezer door gaskets, 
windows and bathtub. 

If your family has children under the age of six, we will include the booklet Protect Your 

Family From Lead In Your Home with this document.  This tells of the dangers of lead-

based paint in dwellings built before 1978.  Please read it carefully, as it is important for 

the health of your children. 

References - Your landlord has a right to check references, and you should be prepared 

to provide them with former landlord and/or credit references. 

HUD now requires that we provide the owner with your current address and your current 

and prior landlord. 

However, if owners call to ask us what kind of tenant you will be, we won’t be able to tell 

them because we don’t know.  It is the responsibility of owners to contact your previous 

landlords to determine what kind of tenant you will be. 

If you need help locating owners who are willing to lease to Housing Choice Voucher 

families, or if your family includes a person who is disabled and you need information on 

the availability of accessible dwellings, please don’t hesitate to call your VSHA field 

representative for assistance. 

Security Deposit - The landlord will probably require a security deposit.  You are 

responsible for paying the deposit.  The security deposit may be the amount of one 

month’s rent, but no more than commonly charged in the private market or no more than 

the owner charges to unassisted tenants. 



VERMONT STATE HOUSING AUTHORITY Tenant Briefing Packet 
 

Page 17 of 85  12/1/2019 

After You Receive Section 8 Assistance 

Annual Re-exams - Your lease and contract continue until ended by you or your landlord, 

or until the Federal Government cuts off our funds.  However, each year we must re-

examine your eligibility for the program. This means that you will need to provide 

documentation related to household composition, assets, income and expenses. Also, 

your housing may be re-inspected each year to be sure it still meets Housing Quality 

Standards. At a minimum it will be inspected every two years.  

You will be sent a recertification packet annually to complete and return to VSHA.  Failure 

to return forms or requested documentation could result in loss of voucher. 

You must call the office to change an appointment for your inspection.  If you fail to do 

this and do not keep your appointments, you could lose your Section 8 assistance. 

You must notify us when there is change in your family composition.   

If your income decreases or you make no money for a time, your share of the rent may 

be lowered to compensate.  Adding new people to your household may also change your 

share.  If your income changes, you must report it within 10 business days.  We will make 

a determination as to whether an interim re-exam is required.  If you want to add someone 

to your lease, it first must be approved by us and your landlord before the person moves 

in.  You are expected to comply with the terms of your lease. 

REMEMBER to report all income and household changes to VSHA within 10 Business Days. 

What if You Want to Move? 

After one year in the assisted unit, you can move without losing your subsidy - but you 

have to do it correctly. 

Unless your landlord fails to live up to his/her part of the contract, you cannot break your 

lease - that is, you cannot move within the first year.  After that, you can move as long as 

you give 30 days’ written notice to the landlord.  At the same time you must tell us that 

you’ve decided to move and provide us with a copy of the written notice. 
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You must be a tenant in good standing in order to move with your 

voucher.   VSHA will provide you with the appropriate Landlord 

Certificate for your landlord to sign stating that you are a tenant 

in good standing. 

It is possible to break a lease earlier than this, but only if 

your landlord agrees.  He/she doesn’t have to agree; if he 

doesn’t, you have to stay in your apartment with your 

subsidy until the year is complete.  VSHA will provide a Mutual 

Rescission of Lease form for you and your landlord to sign 

upon request. 

Before you do move, you must follow certain steps or you won’t be allowed to transfer 

your subsidy.  Again, before moving, make sure that you call our office. 

Portability - Rescreening 

Once you have lived in your unit for a year, you can use your voucher to lease a unit 

anywhere in the United States where there is an HCV program.  If you would like to move 

to another area, you need to inform VSHA at least 60 days before your lease expires.  

You will have to know where you want to move.  VSHA will contact the Housing Authority 

in the area you choose and issue a voucher to you.  VSHA will give you the contact 

information of the Housing Authority in the new area.  It is very important that you contact 

the new Housing Authority as soon as possible.  

The new Housing Authority will issue one of their vouchers to you once you arrive.  At this 

point, the rules that have been established by the new Housing Authority apply to your 

search.  This includes rescreening (including background checks), determining the size 

of your voucher, the maximum amount of the payment, eligibility for voucher extensions, 

and a variety of other issues.  It is important that you understand all of the new Housing 

Authority’s requirements because it can affect your ability to lease a unit.  If your voucher 

expires before you lease a unit, you will no longer be eligible for voucher assistance in 

VSHA’s program.  If you change your mind and want to return, you inform VSHA before 

your voucher expires.  
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The new Housing Authority may choose to absorb you into their program.  This means 

that you will now be subject to all the rules and regulations of the new Housing Authority.   

What if You Have a Complaint or Disagreement? 

If you have a complaint about your unit, notify your landlord in writing - and keep a copy 

for yourself.  If you need legal advice, call a lawyer or a Legal Aid office.  If your problem 

still does not get resolved, call us. 

If you disagree with a VSHA notice or finding, you may request an Informal Hearing by 

following the instructions on the Notice letter sent to you. 

P L E A S E   A S K   Q U E S T I O N S 

 

Your Family’s Obligations 

If you accept the Housing Choice Voucher program, you and the members of your 

family are obligated to be good tenants and to cooperate with our office in supplying 

information that is accurate, truthful, and current.  If you are not good tenants or fail to 

cooperate with our office, we can terminate your assistance and bar you from the 

program in the future. 

Family obligations are listed on the Voucher.  When you receive your Voucher, read the 

entire document carefully and be prepared to meet your family’s obligations.  If you fail 

to meet these obligations, you could lose your rental assistance. 

 

Are You a Victim of Housing Discrimination? 

If you believe you are a victim of housing discrimination, please contact your VSHA field 

representative.  An example of the appropriate HUD form (903.1) can be found in the 

Appendix of this document. 
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For more information regarding tenant-landlord laws, please refer to “Renting 101”, an 

informational brochure produced by Vermont Tenants, Inc.  You can also contact Vermont 

Tenants directly by calling 1-802-864-0099 or 1-800-287-7971. 

Please contact your Field Representative with any questions. 

VSHA will work with landlords and tenants towards a successful tenancy. 
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Informal Reviews and Hearings 

16-III.A. OVERVIEW 
When the PHA makes a decision that has a negative impact on a family, the family is often 
entitled to appeal the decision. For applicants, the appeal takes the form of an informal review; 
for participants, or for applicants denied admission because of citizenship issues, the appeal takes 
the form of an informal hearing. 

PHAs are required to include in their administrative plans, informal review procedures for 
applicants, and informal hearing procedures for participants [24 CFR 982.54(d)(12) and (13)]. 

16-III.B. INFORMAL REVIEWS  
Informal reviews are provided for program applicants. An applicant is someone who has applied 
for admission to the program, but is not yet a participant in the program. Informal reviews are 
intended to provide a “minimum hearing requirement” [24 CFR 982.554], and need not be as 
elaborate as the informal hearing requirements. (Federal Register Volume 60, No. 127, p 36490). 

Decisions Subject to Informal Review  
The PHA must give an applicant the opportunity for an informal review of a decision denying 
assistance [24 CFR 982.554(a)]. Denial of assistance may include any or all of the following [24 
CFR 982.552(a)(2)]: 

 Denying listing on the PHA waiting list 

 Denying or withdrawing a voucher 

 Refusing to enter into a HAP contract or approve a lease 

 Refusing to process or provide assistance under portability procedures 

Informal reviews are not required for the following reasons [24 CFR 982.554(c)]: 

 Discretionary administrative determinations by the PHA 

 General policy issues or class grievances 

 A determination of the family unit size under the PHA subsidy standards 

 A PHA determination not to grant approval of the tenancy 

 A PHA determination that the unit is not in compliance with the HQS 

 A PHA determination that the unit is not in accordance with the HQS due to family size or 
composition 

PHA Policy 
The PHA will only offer an informal review to applicants for whom assistance is being 
denied. Denial of assistance includes: denying listing on the PHA waiting list; denying or 
withdrawing a voucher; refusing to enter into a HAP contract or approve a lease; refusing 
to process or provide assistance under portability procedures. 
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Notice to the Applicant [24 CFR 982.554(a)] 
The PHA must give an applicant prompt notice of a decision denying assistance. The notice must 
contain a brief statement of the reasons for the PHA decision, and must also state that the 
applicant may request an informal review of the decision. The notice must describe how to 
obtain the informal review.  

Scheduling an Informal Review 

PHA Policy 
A request for an informal review must be made in writing and delivered to the PHA 
either in person or by first class mail, by the close of the business day, no later than 10 
business days from the date of the PHA’s denial of assistance.  
The PHA must schedule and send written notice of the informal review within 10 
business days of the family’s request. 

Informal Review Procedures [24 CFR 982.554(b)] 
The informal review must be conducted by a person other than the one who made or approved 
the decision under review, or a subordinate of this person. 
The applicant must be provided an opportunity to present written or oral objections to the 
decision of the PHA.  
The person conducting the review will make a recommendation to the PHA, but the PHA is 
responsible for making the final decision as to whether assistance should be granted or denied. 
 
Informal Review Decision [24 CFR 982.554(b)] 
The PHA must notify the applicant of the PHA’s final decision, including a brief statement of the 
reasons for the final decision. 

PHA Policy 
In rendering a decision, the PHA will evaluate the following matters: 

Whether or not the grounds for denial were stated factually in the Notice. 
The validity of grounds for denial of assistance. If the grounds for denial are not 
specified in the regulations, then the decision to deny assistance will be overturned.  
The validity of the evidence. The PHA will evaluate whether the facts presented 
prove the grounds for denial of assistance. If the facts prove that there are grounds 
for denial, and the denial is required by HUD, the PHA will uphold the decision to 
deny assistance. 
If the facts prove the grounds for denial, and the denial is discretionary, the PHA 
will consider the recommendation of the person conducting the informal review in 
making the final decision whether to deny assistance.  

The PHA will notify the applicant of the final decision, including a statement explaining 
the reason(s) for the decision. The notice will be mailed within 10 business days of the 
informal review, to the applicant and his or her representative, if any, along with proof of 
mailing. 
If the decision to deny is overturned as a result of the informal review, processing for 
admission will resume. 
If the family fails to appear for their informal review, the denial of admission will stand 
and the family will be so notified. 
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16-III.C. INFORMAL HEARINGS FOR PARTICIPANTS [24 CFR 982.555] 
PHAs must offer an informal hearing for certain PHA determinations relating to the individual 
circumstances of a participant family. A participant is defined as a family that has been admitted 
to the PHA’s HCV program and is currently assisted in the program. The purpose of the informal 
hearing is to consider whether the PHA’s decisions related to the family’s circumstances are in 
accordance with the law, HUD regulations and PHA policies.  
The PHA is not permitted to terminate a family’s assistance until the time allowed for the family 
to request an informal hearing has elapsed, and any requested hearing has been completed. 
Termination of assistance for a participant may include any or all of the following: 

 Refusing to enter into a HAP contract or approve a lease 

 Terminating housing assistance payments under an outstanding HAP contract 

 Refusing to process or provide assistance under portability procedures 

Decisions Subject to Informal Hearing 
Circumstances for which the PHA must give a participant family an opportunity for an informal 
hearing are as follows: 

 A determination of the family’s annual or adjusted income, and the use of such income to 
compute the housing assistance payment 

 A determination of the appropriate utility allowance (if any) for tenant-paid utilities from the 
PHA utility allowance schedule 

 A determination of the family unit size under the PHA’s subsidy standards 

 A determination that a certificate program family is residing in a unit with a larger number of 
bedrooms than appropriate for the family unit size under the PHA’s subsidy standards, or the 
PHA determination to deny the family’s request for exception from the standards 

 A determination to terminate assistance for a participant family because of the family’s 
actions or failure to act 

 A determination to terminate assistance because the participant has been absent from the 
assisted unit for longer than the maximum period permitted under PHA policy and HUD 
rules 

 A determination to terminate a family’s Family Self Sufficiency contract, withhold 
supportive services, or propose forfeiture of the family’s escrow account [24 CFR 
984.303(i)] 
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Circumstances for which an informal hearing is not required are as follows: 

 Discretionary administrative determinations by the PHA 

 General policy issues or class grievances 

 Establishment of the PHA schedule of utility allowances for families in the program 

 A PHA determination not to approve an extension or suspension of a voucher term 

 A PHA determination not to approve a unit or tenancy 

 A PHA determination that a unit selected by the applicant is not in compliance with the HQS 

 A PHA determination that the unit is not in accordance with HQS because of family size 

 A determination by the PHA to exercise or not to exercise any right or remedy against an 
owner under a HAP contract 

PHA Policy 
The PHA will only offer participants the opportunity for an informal hearing when 
required to by the regulations. 
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Vermont State Housing Authority 
Reasonable Accommodation Policy – Housing Programs 

POLICY 

The Vermont State Housing Authority complies with state and federal laws requiring housing providers to 
make reasonable accommodations or changes to either rules, procedures and housing units or 
properties, if such changes are necessary to enable a person with a disability to have equal access to 
and enjoyment of the unit, properties and other facilities or programs. 

Reasonable accommodations will be made during the application process and during an individual’s 
participation in our programs; provided the accommodation does not present an undue financial or 
administrative burden.  Any accommodation or change must be necessary for the individual to have equal 
access and enjoyment of the housing and programs, not just be desirable. 

The Authority will consider suggested accommodations from the individual and determine whether the 
request is reasonable from a financial and administrative point of view.  If such accommodation is not 
reasonable, the Authority will work with the individual to provide an alternative accommodation that would 
meet their disability needs. 

DEFINITIONS 

If you have a disability and you need..... 

 a change in our rules, policies, practices and how we do things that would make it easier for you 
to apply for or participate in our programs, 

 a change or repair in your unit or a special type of unit that would make it easier for you to enjoy 
your home and use the facilities or take part in programs on site, 

 a change or repair to some other part of the housing complex that would make it easier for you to 
live there and use the facilities or take part in programs on site, or 

 a change in the way we communicate with you or give you information, 

you can ask for this kind of change, which is called REASONABLE ACCOMMODATION. 

PROCEDURES 

If you can show that you have a disability and if your request is reasonable, if it is not too expensive, and 
if it is not too difficult to arrange, we will try to make the changes you request. 

Any applicant or participant must complete a request form.  If you need assistance, Authority staff will be 
happy to provide help. 

We will review the request and give you an answer in 10 working days unless there is a problem getting 
all the information we need or unless you agree to a longer time.  We will let you know if we need more 
information or verification from you or if we would like to talk to you about other ways to meet your needs. 

If we turn down your request, we will explain the reasons and you can give us more information if you 
think that will help. 

GRIEVANCES 

Grievances concerning compliance with VSHA’s Reasonable Accommodation Policy will be handled in 
accordance with the Non-Discrimination Grievance Procedure. 
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FORM – Request for a Reasonable Accommodation                  
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Notice of Rights under Vermont’s Fair Housing Act 
 
The Vermont Fair Housing Act prohibits discriminating in the sale or rental of housing if 

it is done on the basis of a person’s race, color, sex, age, marital status, religion, 

national origin, and handicap, because they intend to reside with one or more minor 

children, or because they are a recipient of public assistance. 

“Public assistance” is defined in the law as: 

[A]ny assistance provided by federal, state or local government, including 

medical and housing assistance. 

The Section 8 Housing Choice Voucher program is a housing assistance program 

provided by the federal, state or local government.  A landlord may refuse to accept a 

tenant, as long as the refusal is not based on the person’s receipt of public assistance, 

i.e. receipt of Section 8, or any of the other protected categories listed above. 

The landlord should articulate the reason for not accepting the tenancy.  If it appears 

that the refusal is based on the prospective tenant’s receipt of Section 8 housing 

assistance, or other protected category, it might be unlawful, unless the landlord meets 

one of the exemptions in the Fair Housing Act.  These exemptions are as follows: 

a. If the dwelling unit is inadequate, under applicable laws and ordinances relating 

to occupancy, to house all persons who intend to live there; 

b. If the dwelling unit is in a building with three or fewer units and the owner or a 

member of the owner’s immediate family resides in one of the units; 

c. If the person seeking to rent is under the age of majority; 

d. If the landlord has established, and is enforcing, legitimate business practices 

necessary to protect and manage the rental property, such as the use of 

references. 

If you have any questions about the Fair Housing Act, or how it might apply to you, you 

can contact the Vermont Human Rights Commission in writing at:  P.O. Box 997, 

Montpelier, VT  05602, or by telephone: 828-2480 (voice and TDD).  You can also 

consult with your own private attorney. 
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S a m p l e - Voucher 
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Sample-Voucher (Con’t) 
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Sample-Voucher (Con’t) 
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S a m p l e - Request for Tenancy Approval 
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S a m p l e - Request for Tenancy Approval	(con’t) 
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S a m p l e - Tenancy Addendum 	
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Sample Tenancy Addendum (con’t)
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S a m p l e - Tenancy Addendum (cont.)	
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S a m p l e - Tenancy Addendum (cont.) 
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S a m p l e - Housing Discrimination Complaint	
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S a m p l e - Housing Discrimination Complaint (cont.) 
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S a m p l e - Housing Discrimination Complaint (cont.) 
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S a m p l e - Housing Discrimination Complaint (cont.) 

 

 

 


