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  Statement of Policies & Objectives 

 

The Section 8 Program was enacted as part of the Housing and Community Development Act of 
1974, which recodified the U.S. Housing Act of 1937 (the Act) and included Section 8 as a 
substitute for the Section 23 Leased Housing Program.  The Act has been amended from time to 
time and the Section 8 Program is now called the Housing Choice Voucher Program. The 
Program’s rules are described in and implemented through this Administrative Plan. 
 
Administration of the Housing Choice Voucher Program and the functions and responsibilities of 
the Housing Authority staff shall be in compliance with the HA's Personnel Policy, Fair Housing 
Laws, and HUD regulations and operations/procedures handbooks where available, as well as all 
federal, state, and local fair housing laws and regulations. 
 
The Charles County Department of Community Services, Housing Authority, serves as the 
county’s Housing Authority (referred to as either PHA or HA throughout) for administration of 
the tenant-based Housing Choice Voucher Program. 
 
The Board of County Commissioners has authorized the Director of the Department of 
Community Services to revise this Administrative Plan as necessary. The Board of County 
Commissioners and the Director of the Department of Community Services will authorize 
expenditures to be funded by the administrative fee reserve through the County's annual budget 
process and in accordance with county budget policies and procedures. 
 
The HA is responsible for complying with all subsequent changes in HUD regulations pertaining 
to these programs.  If such changes conflict with this plan, HUD regulations will have 
precedence. 
 
 

Purpose of the Plan 

The overall plan for the Housing Choice Voucher Program is designed to achieve five major 
objectives: 
1. To provide improved living conditions for very low-income families while maintaining their 
rent payments at an affordable level. 
2. To promote freedom of housing choice and spatial deconcentration of very low-income and 
minority families. 
3. To provide decent, safe, and sanitary housing for eligible participants. 
4. To provide an incentive to private property owners to rent to very low-income families by 
offering timely assistance payments. 
5. To provide guidance in the administration of the programs in compliance with HUD 
requirements, including maintaining well organized and complete records and facilitating HUD's 
monitoring and review of the housing. 
 
The purpose of the Administrative Plan is to establish policies where regulatory flexibility exists 
in administration of the local Program in a manner consistent with HUD requirements. 
Additionally, the Administrative Plan serves as supporting documentation in the development of 
the Housing Authority’s 5-Year and Annual Plans, as required by federal regulation. 



 
Section 8 Administrative Plan  Chapter 1  page 2 

 
The plan covers both admission and continued participation in the Housing Choice Voucher 
program.  
 

Rules & Regulations 
All issues related to families that are not addressed in this document are governed by HUD 
handbooks (such as 7420.7) where available, federal regulations, HUD Memos and Notices, and 
guidelines, and any other applicable law. 
 

Local Objectives 
There is an undeniable need for very low-income housing assistance within the jurisdiction of the 
Housing Authority, as evidenced by waiting lists for various housing programs. 
 
The Charles County Department of Community Services Housing Authority is charged with 
meeting these needs through housing assistance programs available from the U.S. Department of 
Housing and Urban Development.  
 
There is also a need for decent, safe, and sanitary housing units available for program 
participants. There is not an abundance of affordable housing for very low-income participants 
within the jurisdiction without the availability of subsidy.   
 
The Housing Authority approaches the administration of the program with a positive attitude.  
The Housing Authority establishes realistic and attainable goals, and has given particular thought 
to the numbers of families who can be expected to need and want to move to better quality and 
more affordable housing. 
 
In establishing goals, the Housing Authority also has given special consideration to the likely 
availability of existing housing.  By setting attainable goals, the Housing Authority hopes to 
achieve these by the nature of the goals themselves, not overburdening the market, not forcing 
the program, but providing a vehicle for those who have a need and those who have the units to 
come together in a manner beneficial to each. 
 

The strategy is to achieve the attainable goals in the simplest manner possible, at the least 
expense, while complying with the Housing Choice Voucher Program requirements and 
regulations. 
  

Privacy Rights 
Participants and applicants will be required to sign the Federal Privacy Act Statement and HUD 
Authorization for Release of Information, which states under what conditions HUD/the HA will 
obtain and release tenant and owner information. 
 
The HA's policy regarding release of information is in accordance with  these documents and 
individual family-authorized verification forms that are not covered under the HUD 
Authorization for Release of Information. 
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Fair Housing Policy 

It is the policy of the Housing Authority to comply fully with all federal, state, and local 
nondiscrimination laws and in accordance with the rules and regulations governing Fair Housing 
and Equal Opportunity in housing and employment. 
 
Specifically, the HA shall not, based on race, color, sex, religion, creed, national or ethnic origin, 
age, family or marital status, handicap or disability deny any family or individual the opportunity 
to apply for or receive assistance under HUD's Section 8 Program. 
 
To further its commitment to full compliance with applicable civil rights laws, the HA will 
provide federal/state/local information to Voucher holders regarding discrimination and any 
recourse available to them should they feel they have been victims of discrimination. Such 
information will be made available during the family briefing session, and all applicable Fair 
Housing Information and Discrimination Complaint Forms will be made a part of the Voucher 
holder's briefing packet. 
 
Posters and housing information that is easily readable from a wheelchair is provided in locations 
throughout the HA's office. Except as otherwise provided in 24 CFR 8.21(c)(1), 8.24(a), 8.25, 
and 8.31, no qualified individual with handicaps shall, because an HA's facilities are inaccessible 
to or unusable by persons with handicaps, be denied the benefits of, be excluded from participa-
tion in, or otherwise be subjected to discrimination under any program or activity that receives 
federal financial assistance. 
 

The HA's central office is handicap accessible; accessibility for the hearing impaired is provided 
by the Maryland Relay Service (800-735-2258 or TDD: 711). 
 
The Housing Authority works with organizations who assist hearing- and sight-impaired persons 
to provide assistance where needed, and will coordinate to assist non-English-speaking families 
as well. 
 
The Housing Authority will make available a list of available housing online. Housing in various 
neighborhoods within the HA's jurisdiction will be represented to ensure "greater mobility and 
housing choice" to participating households. The unit listing will be accessible to participating 
families and landlords.  
 

A list of handicap-accessible units may be provided by local government organizations to assist 
families in locating housing. 
 
In compliance with Section 147 of the National Affordable Housing Act, no owner who has 
entered into a contract for housing assistance payments under this section on behalf of any tenant 
in a multi-family housing project shall refuse: 
 To lease any available dwelling unit in any multi-family housing project of such owner that 
rents for an amount not greater than the fair market rent for a comparable unit to a Voucher 
holder because of their status as a Voucher holder; 
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 To lease any available dwelling unit in any multi-family housing project of such owner and 
enter into a Voucher Contract on the unit because of their status of prospective tenant as a 
Voucher holder. 
 
For purposes of this section, the term "multi-family housing project" means a residential building 
containing more than four dwelling units. 
 

Reasonable Accommodation 
In compliance with our Fair Housing Policy, as detailed above, the HA will allow variances to its 
administrative policies and procedures, as detailed in this Administrative Plan, when necessary to 
provide a reasonable accommodation for individuals with disabilities to ensure that individuals 
with disabilities are able to fully access HA programs and services. Reasonable accommodations 
will only be provided to ensure equal opportunity for individuals with disabilities; 
accommodations will not be provided in order to confer special treatment or advantage to 
individuals with disabilities. 
 
The HA will include information in all its correspondence and informational materials to advise 
individuals who have special needs how to obtain needed services, as well as information 
pertaining to requesting accommodations. Individuals requiring either special services or an 
accommodation must initiate such request with the HA, either through an independent written 
request or using the standard form developed by the HA. The HA will only initiate an inquiry 
regarding whether an individual requires an accommodation when staff is aware of the existence 
of a disability and has reason to believe the individual is not aware of, despite standard HA 
efforts to disseminate information, the effect of certain policies and procedures or the process/ 
procedures regarding requesting an accommodation. 
 
Review of Accommodation Requests 
Once the HA has received a request to provide an accommodation, the HA will first determine 
whether a disability exists. If the disability exists, the HA then will determine whether the 
accommodation is related to the existing disability.  
 

If the accommodation requested is related to the existing disability, the HA must then determine 
whether the accommodation is reasonable. In order to determine whether the requested 
accommodation is reasonable, the HA will consider: 
 whether the accommodation will constitute a fundamental alteration of the HA policy or 
procedure in question. 
 whether the accommodation would create an undue financial hardship or administrative 
burden. 
 whether there is a nexus between the disability and the specific request.  
 
 
If the accommodation would result in a fundamental alteration of the HA policy, the 
accommodation will be denied.  
 
If no nexus exists between the disability and the specific request, the accommodation will be 
denied.  
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If the accommodation is neither a fundamental alteration nor an undue financial or administrative 
burden, the accommodation will be provided.  
 
If the accommodation is not a fundamental alteration, but would result in undue financial or 
administrative burden, the HA will negotiate with the individual to provide an alternate, but 
equally effective, accommodation. 
 
The HA generally will defer to the affected individual if the requested accommodation is 
determined reasonable based on the criteria above; however, if several equally effective 
alternatives exist, the HA reserves the right to select the accommodation to be provided based on 
the needs and circumstances of the HA. 
 
The HA does not have responsibility for accommodations requested related to a unit or other 
issue outside the HA policies and procedures; however, the HA will assist an individual with 
pursuing such accommodations, if necessary. 
 
No accommodation will be provided that permits an individual to violate family obligations; 
rather accommodations will be provided to ensure that the individuals can access and participate 
in the program in compliance with mandated rules and regulations. [For example, an individual 
is required to promptly notify the HA in writing of any change in income or family 
circumstances (see chapter 11). Because of disability that may make writing difficult or 
impossible, the HA might allow the written notification to be provided by a designee of the 
disabled individual or might allow the notification to be verbal with an HA staff notarized 
statement. Such accommodation would not remove the reporting requirement related to changes 
in income or family circumstances.] 
 

References 
 The Charles County Department of Community Services is referred to as "Housing Authority" 
or "HA" throughout this document. 
 “Landlord” and “owner” are used interchangeably throughout this Administrative Plan. 
 “Family,” “tenant,” “participant,” and “Voucher recipient” are also used interchangeably. 
 
 

Communications with the HA 
All determinations, changes, and communications between the HA and an applicant, participant, 
or owner, must be documented in writing.   
 
No oral communication related to applicant changes will be documented by the HA; all such 
communication must be provided to the HA in writing by the applicant. 
 



 
Administrative Plan  Chapter 2  page 1 

 About the Housing Authority 
 

On December 15, 1978, the HA entered into an Annual Contributions Contract with HUD and 
received its first allocation of Section 8 funding (Certificates, at the time). Periodically, the HA 
receives additional funding increments, primarily through competitive grant applications, to 
increase its allocation. Currently, the HA has 827 “regular” Vouchers and 100 
Non-Eldery/Disabled Vouchers (for individuals/family members with disabilities) under the 
ACC with HUD. 
 

Organizational Setup 
Under the direction of the County Commissioners of Charles County, Maryland, the Program's 
day-to-day operations are administered by staff of the HA. 
 
Rental Subsidy is a function within the Department of Community Services. The Department of 
Community Services Director and the Housing Authority Chief serve as administrators of the 
housing agency and are responsible for administering the Housing Choice Voucher Program, 
beginning with responding to HUD's Notice of Funding Availability (NOFA), through 
identifying owners and families eligible to participate in the program, to termination of 
participation by owners and families and program monitoring/audit review and compliance. 
 
Activities of the Housing Choice Voucher Program include: 
 Program descriptions 
 Initial marketing and outreach 
 Applicant eligibility/ineligibility determinations 
 Applicant preference determinations 
 Initial certification 
 Providing notifications to applicants 
 Issuing Vouchers 
 Conducting briefings 
 Monitoring success of Voucher holders in finding suitable housing 
 Processing Requests for Tenancy Approval (RFTA) 
 Conducting and enforcing HQS dwelling unit inspections 
 Negotiating rents and preparing contract and lease documents 
 Maintaining active leases and contracts during year 
 Completing annual/interim recertification of tenant income 
 Completing annual/interim HQS inspection of units 
 Facilitating resolution of tenant/owner disputes 
 Investigating possible program fraud 
 Conducting informal reviews and hearings 
 Coordinating/preparing funding applications 
 Addressing and preparing budgets, financial reports, policies and procedures 
 Controlling and monitoring program allocations 
 Preparing correspondence 
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 Developing partnerships 
 Developing program enhancements 
 

Housing Choice Voucher staff are assigned to perform such duties as intake, outreach to owners 
and families, eligibility, leasing/contracting, inspections, and income verification including 
reexamination and computation of tenant rent.   
 
The HA uses a case management system. Occupancy Specialists are assigned caseloads 
distributed alphabetically by participant last name. Assigned caseloads are rotated at least 
bi-annually (every two years). The Occupancy Specialists determine eligibility, complete 
briefings and lease up, and perform related processing. Housing Inspectors are responsible for all 
HQS program components and for rent reasonableness documentation and review. In some 
cases, inspections may be performed by Occupancy Specialists. 
 

Staffing 
 Housing Authority Chief 
This position has the primary responsibility for ensuring quality policy development and 
program management of the programs administered by the Housing Authority in compliance 
with federal, state, and local law and HUD requirements. 
 
This involves overseeing staff functions and dealing indirectly or directly with tenants and 
owners when there are problems to be resolved.  The Housing Authority Chief will assist in 
contacts with elected officials, special interest groups, and property owners. 
 
The Housing Authority Chief 
… participates in developing and monitoring the financial management activities under control 
of this office, including the budget. 
 
… conducts long- and short-range planning functions.  It is his/her responsibility to develop, 
implement, and maintain a quality, responsive customer service program. 
 
Under the direction of the Housing Authority Chief, the staff are responsible for all activities 
involving families from preapplication through termination. 
 

 Housing Program Supervisor … 
… ensures the efficient quality operation of the Housing Choice Voucher Rental Assistance 
Program by overseeing all intake and initial leasing duties associated with the program. 
… interprets program regulations and monitors compliance with those regulations.  
… supervises Housing Choice Voucher personnel in the operation of the programs, develops and 
implements internal programmatic procedures, ensures leasing schedules are met, prepares 
correspondence and reports for submission to HUD.  
… also reviews recommendations for terminations of assistance and coordinates with the 
Housing Authority Chief for decisions related to terminations. 
… assists the Chief in the preparation and the monitoring of the administrative budgets. 
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 Housing Program Specialist …  
… interviews applicants, receives and verifies documentation that supports the information 
contained in the client's application. 
… determines initial eligibility. 
…  establishes contacts with local private sources, federal/state/local government agencies, and 
maintains contact with certified families to assist in finding units, and performs follow-up 
income verifications. 
… conducts briefings with tenants and landlords and assists in monitoring the housing market. 
… assists families/landlords in completing official forms, as necessary, and provides guidance to 
eligible families on what to look for in a safe, sanitary, decent home. 
… completes annual recertifications and requests for annual contract rent increases as well as the 
lease up functions for families moving to other units. 
… recommends to the Housing Program Supervisor terminations of assistance due to fraud or 
program non-compliance and processes terminations once decisions have been rendered. 
… facilitates resolution of disputes between tenants and owners. 
… accepts pre-applications of persons and/or families wishing to apply for the Housing Choice   
   Voucher Program(when the waiting list is open).  
… places the applicant families on a waiting list in chronological order by date and time. 
… maintains the waiting list, processes updates, and purges the list as needed. 
… assists in files maintenance and management. 
… conducts file review related to annual and interim re-examinations. 
… assists with Internet processing as dictated by HUD (including MTCS) 
… prepares Housing Choice Voucher mailings. 
 

 Portability Specialist…  
 --- processes all work for vouchers porting to the HA from other housing agencies (ports) 
 ---duties and responsibilities same as those listed for the Occupancy Specialist position, 
performing these duties for port-in clients only  
 
  Housing Inspector Supervisor…  
… develops and maintains rent reasonableness methodology and program. 
… directs and supervises work of Housing Inspector(s) 
… analyzes Housing Choice Voucher impacts on the community (and vice versa) and 
recommends program enhancements or revisions accordingly 
… provides quality control for all HQS-related program components 
… facilitates resolution of disputes between tenants and owners. 
… ensures consistent and appropriate interpretation of federal regulations by inspection staff. 
… makes recommendations for local enhancements to HQS and researches to provide supporting 
documentation. 
 

 Housing Inspector …  
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… works directly with landlords in inspecting housing to determine whether it meets program 
requirements and whether the family can be assisted in that location. 
… provides input on suitable housing quality standards that meet HUD requirements. 
 
 Housing Authority Administrative Associate  

Programs Administered 
The HA administers the following Housing Choice Voucher programs:  
 Regular Voucher 
 Non-Elderly Disabled Vouchers (NED) 
Home Ownership 
Enhanced Voucher/Tenant Protection Program 
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Outreach Procedures 
 

Family Outreach 
The HA continues to publicize and disseminate information, as needed, concerning the status and 
nature of housing assistance for very low-income families. Should the HA's waiting list indicate 
a need for additional families, the HA will increase efforts to make known to the public through 
website updates, publication in a newspaper of general circulation, minority media, and other 
suitable means the availability and nature of housing assistance for very low-income families. 
 
The public notice must: 
■ Advise families that applications will be accepted. 
■ Briefly describe the Housing Choice Voucher Program. 
 
Although the number of individuals requesting assistance far exceeds the HA’s funding resources 
to provide assistance, informational activities are on-going and include fact sheets, community 
presentations, annual reports, department brochures, and Internet Web Page information. 
 

Owner Outreach 
The HA issues continuing invitations to owners as needed to make dwelling units available for 
leasing by eligible families.  Since the Housing Choice Voucher Program is a scattered site 
program, units are available in all areas of Charles County, preventing a concentration in low-
income or minority areas.  On a continuing basis, the HA will welcome the participation of 
eligible owners of decent, safe, and sanitary housing units.  
 
Staff of the HA continue to make personal contact through formal or informal discussions or 
meetings with private property owners. Program requirements are explained, and printed 
material is offered to acquaint the owner/manager with the opportunities available under the 
program. 
 
The HA makes available online a list of interested landlords and their property available for the 
Housing Choice Voucher Program.  
 
As inquiries from prospective new owners are received, HA staff record the necessary 
information on units and make it available to prospective families upon request. 
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