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PHA Plan 
Agency Identification 

 
PHA Name: Housing Authority of the City of Gary, Indiana   PHA Number: IN011 
  

PHA Fiscal Year Beginning: 04/2008 
 

PHA Programs Administered: 
Public Housing and Section 8   Section 8 Only Public Housing Only    

Number of public housing units: Number of S8 units: Number of public housing units:  
Number of S8 units: 

 
PHA Consortia: (check box if submitting a joint PHA Plan and complete table) 

 

Participating PHAs   PHA  
Code 

Program(s) Included in 
the Consortium 

  Programs Not  in 
the Consortium 

# of Units 
Each Program 

     

Participating PHA 1:      
     

Participating PHA 2:     
     

Participating PHA 3:     
     

 
Public Access to Information 
 
Information regarding any activities outlined in this plan can be obtained by 
contacting: (select all that apply) 

 Main administrative office of the PHA 
 PHA development management offices 

 PHA local offices 

 
Display Locations For PHA Plans and Supporting Documents 
 
The PHA Plans (including attachments) are available for public inspection at: (select all that 
apply) 

 Main administrative office of the PHA 
 PHA development management offices 

 PHA local offices 
 Main administrative office of the local government 
 Main administrative office of the County government 
 Main administrative office of the State government 

 Public library 
 PHA website 
 Other (list below) 
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PHA Plan Supporting Documents are available for inspection at: (select all that apply) 
 Main business office of the PHA 
 PHA development management offices 
 Other (list below) 
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5-YEAR PLAN 
PHA FISCAL YEARS 2005 - 2009 

[24 CFR Part 903.5] 

 
A.  Mission   
State the PHA’s mission for serving the needs of low-income, very low income, and extremely low-income 
families in the PHA’s jurisdiction. (select one of the choices below) 

 
 The mission of the PHA is the same as that of the Department of Housing and 

Urban Development:  To promote adequate and affordable housing, economic 
opportunity and a suitable living environment free from discrimination.  

 
 The PHA’s mission is:  

 
To be the premier affordable housing agency of the City of Gary; providing affordable housing 
opportunities in a manner that promotes individual and family self-sufficiency while maintaining 
the highest standards of integrity, productivity and compliance with established federal and local 
guidelines and policies. 

 

 
B.  Goals 
The goals and objectives listed below are derived from HUD’s strategic Goals and Objectives and those 
emphasized in recent legislation.  PHAs may select any of these goals and objectives as their own, or 
identify other goals and/or objectives.  Whether selecting the HUD-suggested objectives or their own, 
PHAS ARE STRONGLY ENCOURAGED TO IDENTIFY QUANTIFIABLE MEASURES OF 
SUCCESS IN REACHING THEIR OBJECTIVES OVER THE COURSE OF THE 5 YEARS.  
(Quantifiable measures would include targets such as: numbers of families served or PHAS scores 
achieved.) PHAs should identify these measures in the spaces to the right of or below the stated objectives.  

 
HUD Strategic Goal:  Increase the availability of decent, safe, and affordable 
housing. 
 

 PHA Goal:  Expand the supply of assisted housing 
Objectives: 

 Apply for additional rental vouchers:   
  Reduce public housing vacancies: From 11% to 5% 

 Leverage private or other public funds to create additional housing 
opportunities: 

  Acquire or build units or developments-New Construction/Hope VI 
  Other (list below) 
   
  Dispose of obsolete units and create Mixed Income Communities 
 

 PHA Goal:  Improve the quality of assisted housing  
Objectives: 

  Improve public housing management: (PHAS score) From 17 to 24  
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 Improve voucher management: (SEMAP score) From 14 to 85 
  Increase customer satisfaction: Continue RASS Follow up Action Plan  

 Concentrate on efforts to improve specific management functions:  
           (list; e.g., public housing finance; voucher unit inspections) 

 Renovate or modernize public housing units: 
 Demolish or dispose of obsolete public housing:Apply for HOPE VI Grant 

  Provide replacement public housing: Using Housing Choice Vouchers 
 Provide replacement vouchers:                                                                             
 Other: (list below) 

� Create homeownership opportunities 
� Consider outsourcing public housing management to improve 

operations 
 

 PHA Goal: Increase assisted housing choices 
Objectives: 

  Provide voucher mobility counseling: 
 Conduct outreach efforts to potential voucher landlords 
 Increase voucher payment standards 

  Implement voucher homeownership program: 
  Implement public housing or other homeownership programs: 
  Implement public housing site-based waiting lists: 
  Convert public housing to vouchers: 
  Other: (list below) 
 
HUD Strategic Goal:  Improve community quality of life and economic vitality 
 

 PHA Goal:  Provide an improved living environment  
Objectives: 

 Implement measures to deconcentrate poverty by bringing higher income 
public housing households into lower income developments: 

 Implement measures to promote income mixing in public housing by 
assuring access for lower income families into higher income 
developments: 

 Implement public housing security improvements: 
 Designate developments or buildings for particular resident groups 

(elderly, persons with disabilities) 
 Other:  

 Create ways to retain working families 
 Create mixed income communities 
 

HUD Strategic Goal:  Promote self-sufficiency and asset development of families 
and individuals 
 

 PHA Goal:  Promote self-sufficiency and asset development of assisted 
households  
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Objectives: 
 Increase the number and percentage of employed persons in assisted 

families: 
 Provide or attract supportive services to improve assistance recipients’ 

employability: 
 Provide or attract supportive services to increase independence for the 

elderly or families with disabilities. 
 Other:  

 
HUD Strategic Goal:  Ensure Equal Opportunity in Housing for all Americans 
 

 PHA Goal:  Ensure equal opportunity and affirmatively further fair housing 
Objectives: 

 Undertake affirmative measures to ensure access to assisted housing 
regardless of race, color, religion national origin, sex, familial status, and 
disability: 

 Undertake affirmative measures to provide a suitable living environment 
for families living in assisted housing, regardless of race, color, religion 
national origin, sex, familial status, and disability:  

 Undertake affirmative measures to ensure accessible housing to persons 
with all varieties of disabilities regardless of unit size required: 

 Other: (list below)  
 
Other PHA Goals and Objectives: (list below) 
  

The following is a list of some, but not all, of the goals and objectives attained in 
the past year: 

  
� Applied for additional HOPE VI grant 
� Outsourcing management of the Housing Choice Voucher Program 

(Section 8) 
� Acquired additional Finance resources to more effectively manage GHA’s 

fiscal operation 
� Started implementation of GHA information system upgrades and 

infrastructure 
� Acquired Architectural Firm to conduct a Physical Needs Assessment of 

each development 
� Began implementation of site-based management  
� Began process of outsourcing of vacant unit turnaround 
� Developed new departmental policies and procedures 
� Provide additional training for staff in all departments 
� Consideration of the feasibility of outsourcing management of the 

property management and property maintenance departments 
� Acquire additional A&E services to develop plans and specifications for 

GHA Capital Fund projects 
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Annual PHA Plan 
PHA Fiscal Year 2008    

[24 CFR Part 903.7] 

 
i.  Annual Plan Type: 
Select which type of Annual Plan the PHA will submit. 

 
 Standard Plan  

 
 

 Troubled Agency Plan  
 
ii.  Executive Summary of the Annual PHA Plan 
[24 CFR Part 903.7 9 (r)] 
Provide a brief overview of the information in the Annual Plan, including highlights of major initiatives and 
discretionary policies the PHA has included in the Annual Plan. 

 
The Gary Housing Authority shall at all times develop and operate each Public Housing 
Program solely for the purpose of providing decent, safe and sanitary housing for eligible 
families in a manner that promotes serviceability, economy efficiency and stability of the 
housing developments and housing in the community as well as the economic and social 
well being of the residents. 
 
To meet its grant requirements and to rise from a “troubled status” designation in the 
Public Housing Program the Gary Housing Authority has partnered with the U.S. 
Department of Housing and Urban Development (HUD) and the City of Gary.  This 
partnership, in the form of a Memorandum of Agreement (MOA) will serve as the road map 
to implement a change to an agency that is focused on asset management.  
 
Funding sources to all public housing agencies have been substantially reduced which 
has affected the service level to clients. Thus, staff responsible for implementing the 
housing programs and services will increase their level of accountability during this 
change to become asset managers. 
 
Gary Housing Authority’s Housing Choice Voucher Program (HCVP) was removed from 
“troubled status” and achieved a Standard Performer status in 2007. Moving forward, the 
HCVPS goal is to achieve and maintain High Performer status.  In this regard we will seek 
to expand housing opportunities for families in low poverty and de-concentrated areas. We 
will seek to provide rental assistance to our clients in quality, well-maintained 
communities while stressing to them that their becoming economically and socially 
independent of all governmental assistance is the ultimate goal of the program.   
 
By providing on-going training to staff, utilizing the technical assistance from HUD 
contractors, developing and updating internal policy and procedures, and establishing 
sound accountability measures, GHA will move forward and operate efficiently and 
effectively to make a positive impact on affordable housing for our clients in the future. 
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iii. Annual Plan Table of Contents 
[24 CFR Part 903.7 9 (r)] 
Provide a table of contents for the Annual Plan, including attachments, and a list of supporting documents 
available for public inspection.  

 
Table of Contents 

 Page # 
Annual Plan 
i. Executive Summary        1 
ii. Table of Contents         2 

1. Housing Needs        6 
2. Financial Resources        12 
3. Policies on Eligibility, Selection and Admissions    13 
4. Rent Determination Policies       21 
5. Operations and Management Policies      26 
6. Grievance Procedures        27 
7. Capital Improvement Needs       28 
8. Demolition and Disposition       29 
9. Designation of Housing       33 
10. Conversions of Public Housing      35 
11. Homeownership        38 
12. Community Service Programs      39 
13. Crime and Safety        42 
14. Pets (Inactive for January 1 PHAs)      44 
15. Civil Rights Certifications (included with PHA Plan Certifications)  44 
16. Audit          44 
17. Asset Management        44 
18. Other Information         45 

Attachments  
Indicate which attachments are provided by selecting all that apply. Provide the attachment’s name (A, B, 
etc.) in the space to the left of the name of the attachment.   Note:  If the attachment is provided as a 
SEPARATE file submission from the PHA Plans file, provide the file name in parentheses in the space to 
the right of the title.   
 
Required Attachments: 

 Admissions Policy for Deconcentration – Attachment A 
 FY 2008 Capital Fund Program Annual Statement – Attachment B  
 Most recent board-approved operating budget – Attachment C 
 List of Resident Advisory Board Members – Attachment D 
 List of Resident Board Member – Attachment E 
 Community Service Description of Implementation – Attachment F 
 Information on Pet Policy – Attachment G 
 Section 8 Homeownership Capacity Statement, if applicable – Attachment H 
 Description of Homeownership Programs – Attachment H 
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Optional Attachments:  

 PHA Management Organizational Chart – Attachment I 
 FY 2008 Capital Fund Program 5 Year Action Plan – Attachment J 
 Public Housing Drug Elimination Program (PHDEP) Plan 
 Comments of Resident Advisory Board or Boards (must be attached if not 
included in PHA Plan text) – Attachment K 

 Other (List below, providing each attachment name) 

• HCV (Section 8) Administrative Plan- Attachment L 

• Admissions & Continued Occupancy Policy (ACOP)- Attachment M 

• Annual Performance and Evaluation Reports (P&E)-Attachment N 

• Assessment of Site Based Waiting List Development Demographic 
Characteristics – Attachment O 

• Maintenance Plan (includes Pest Control Policy) – Attachment P 

• RASS Plan – Attachment Q 

• Lease Agreement – Attachment R 

• One Strike Policy – Attachment S 

• Rent Collection Policy – Attachment T 

• Resident Charge List – Attachment U 

• Transfer Policy – Attachment V 

• Utility Allowance – Attachment W 

• Utility Rates – Attachment X 

• Capitalization Policy – Attachment Y 

• Cash Overage & Shortage Policy – Attachment Z 

• Check Authorization Policy – Attachment AA 

• Collection/Losses Charge-Off Policy – Attachment BB 

• Disposition Policy – Attachment CC 

• Investments Policy – Attachment DD 

• Petty Cash Policy – Attachment EE 

• Cash Management/Internal Procedures – Attachment FF 

• Cost Allocation Plan – Attachment GG 

• Section 3 Policy – Attachment HH 

• Procurement Procedures and Practices Manual/Plan – Attachment II 

• Procurement Policy – Attachment JJ 

• Labor Standards Policy – Attachment KK 

• Personnel Policy – Attachment LL 

• Acceptable Use Policy – Attachment MM 

• Record Retention Policy – Attachment NN 

• Conduct Policy – Attachment OO 

• Travel Policy – Attachment PP 

• Emergency Policy – Attachment QQ 

• Vehicle Use Policy – Attachment RR 

• FSS Action Plan – Attachment SS 
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• HUD MOA – Attachment TT 

• Certifications – Attachment UU 

• Public Comments – Attachment VV 

 

Supporting Documents Available for Review 
Indicate which documents are available for public review by placing a mark in the “Applicable & On 
Display” column in the appropriate rows.  All listed documents must be on display if applicable to the 
program activities conducted by the PHA.   

 

List of Supporting Documents Available for Review 
Applicable 

& 
On Display 

Supporting Document Applicable Plan 
Component 

X PHA Plan Certifications of Compliance with the PHA Plans 
and Related Regulations 

5 Year and Annual Plans 

X State/Local Government Certification of Consistency with 
the Consolidated Plan   

5 Year and Annual Plans 

 Fair Housing Documentation:   
Records reflecting that the PHA has examined its programs 
or proposed programs, identified any impediments to fair 
housing choice in those programs, addressed or is addressing 
those impediments in a reasonable fashion in view of the 
resources available, and worked or is working with local 
jurisdictions to implement any of the jurisdictions’ initiatives 
to affirmatively further fair housing that require the PHA’s 
involvement.   

5 Year and Annual Plans 

X Consolidated Plan for the jurisdiction/s in which the PHA is 
located (which includes the Analysis of Impediments to Fair 
Housing Choice (AI))) and any additional backup data to 
support statement of housing needs in the jurisdiction 

Annual Plan: 
Housing Needs 

X Most recent board-approved operating budget for the public 
housing program  
  

Annual Plan: 
Financial Resources; 
 

X Public Housing Admissions and (Continued) Occupancy 
Policy (A&O), which includes the Tenant Selection and 
Assignment Plan [TSAP]  
 

Annual Plan:  Eligibility, 
Selection, and Admissions 
Policies 

X Section 8 Administrative Plan  
 

Annual Plan:  Eligibility, 
Selection, and Admissions 
Policies 

 
X 

Public Housing Deconcentration and Income Mixing 
Documentation:  
1. PHA board certifications of compliance with 

deconcentration requirements (section 16(a) of the US 
Housing Act of 1937, as implemented in the 2/18/99 

Quality Housing and Work Responsibility Act Initial 

Guidance; Notice and any further HUD guidance) and  
2. Documentation of the required deconcentration and 

income mixing analysis  

Annual Plan:  Eligibility, 
Selection, and Admissions 
Policies 

 
X 

Public housing rent determination policies, including the 
methodology for setting public housing flat rents 

 check here if included in the public housing  

Annual Plan:  Rent 
Determination 
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List of Supporting Documents Available for Review 
Applicable 

& 
On Display 

Supporting Document Applicable Plan 
Component 

A & O Policy 
 

X 
Schedule of flat rents offered at each public housing 
development  

 check here if included in the public housing  

A & O Policy 

Annual Plan:  Rent 
Determination 

 
X 

Section 8 rent determination (payment standard) policies  

 check here if included in Section 8 

Administrative Plan 

Annual Plan:  Rent 
Determination 

 
X 

Public housing management and maintenance policy 
documents, including policies for the prevention or 
eradication of pest infestation (including cockroach 
infestation) 

Annual Plan:  Operations 
and Maintenance 

 
X 

Public housing grievance procedures  

 check here if included in the public housing  

A & O Policy 

Annual Plan: Grievance 
Procedures 

 
X 

Section 8 informal review and hearing procedures  

 check here if included in Section 8 

Administrative Plan 

Annual Plan:  Grievance 
Procedures 

 
X 

The HUD-approved Capital Fund/Comprehensive Grant 
Program Annual Statement (HUD 52837) for the active grant 
year 

Annual Plan:  Capital Needs 

 Most recent CIAP Budget/Progress Report (HUD 52825) for 
any active CIAP grant 

 

 
X 

Most recent, approved 5 Year Action Plan for the Capital 
Fund/Comprehensive Grant Program, if not included as an 
attachment (provided at PHA option)  

Annual Plan:  Capital Needs 

 
 

Approved HOPE VI applications or, if more recent, 
approved or submitted HOPE VI Revitalization Plans or any 
other approved proposal for development of public housing  

 

X Approved or submitted applications for demolition and/or 
disposition of public housing  

Annual Plan:  Demolition 
and Disposition 

 Approved or submitted applications for designation of public 
housing (Designated Housing Plans) 

 
 

 
 

Approved or submitted assessments of reasonable 
revitalization of public housing and approved or submitted 
conversion plans prepared pursuant to section 202 of the 
1996 HUD Appropriations Act  

 

X Approved or submitted public housing homeownership 
programs/plans  

Annual Plan:  
Homeownership  

 
X 

Policies governing any Section 8  Homeownership program 

 check here if included in the Section 8 

Administrative Plan  

Annual Plan:  
Homeownership  

 Any cooperative agreement between the PHA and the TANF 
agency 

 

   

X FSS Action Plan/s for public housing and/or Section 8 Annual Plan:  FSS (Section 
8 Program only) 

 Most recent self-sufficiency (ED/SS, TOP or ROSS or other  
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List of Supporting Documents Available for Review 
Applicable 

& 
On Display 

Supporting Document Applicable Plan 
Component 

resident services grant) grant program reports  

 
 

The most recent Public Housing Drug Elimination Program 
(PHEDEP) semi-annual performance report for any open 
grant and most recently submitted PHDEP application 
(PHDEP Plan)  

 

X 
 

The most recent fiscal year audit of the PHA conducted 
under section 5(h)(2) of the U.S. Housing Act of 1937 (42 U. 
S.C. 1437c(h)), the results of that audit and the PHA’s 
response to any findings  

Annual Plan:  Annual Audit 

X Troubled PHAs: MOA/Recovery Plan   MOA-Part B 

 Other supporting documents (optional) 
(list individually; use as many lines as necessary) 

(specify as needed) 

 

 
1.  Statement of Housing Needs 
[24 CFR Part 903.7 9 (a)] 
 
A.  Housing Needs of Families in the Jurisdiction/s Served by the PHA 
Based upon the information contained in the Consolidated Plan/s applicable to the jurisdiction, and/or other 
data available to the PHA, provide a statement of the housing needs in the jurisdiction by completing the 
following table. In the “Overall” Needs column, provide the estimated number of renter families that have 
housing needs.  For the remaining characteristics, rate the impact of that factor on the housing needs for 
each family type, from 1 to 5, with 1 being “no impact” and 5 being “severe impact.”  Use N/A to indicate 
that no information is available upon which the PHA can make this assessment.  

 

Housing Needs of Families in the Jurisdiction 
by Family Type 

Family Type Overall 
 

Afford-
ability 

Supply Quality 
 

Access-
ibility 

Size Location 

Income <= 30% 
of AMI 

6,915 5 5 5 5 4 1 

Income >30% but 
<=50% of AMI 

3,087 4 4 3 3 5 1 

Income >50% but 
<80% of AMI 

3,009 3 3 4 3 5 1 

Elderly 2,009 1 1 1 1 1 1 

Families with 
Disabilities 

3,713 4 4 3 5 2 2 

White 1,243 3 3 3 3 4 1 

Black  14,820 5 4 4 3 4 1 

Hispanic/Others  567 5 4 4 3 4 1 

Two or more 
races  

82 3 4 4 3 4 1 
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What sources of information did the PHA use to conduct this analysis? (Check all that 
apply; all materials must be made available for public inspection.) 
 

 Consolidated Plan of the Jurisdiction/s 
 Indicate year: 2005-2009 City of Gary – Consolidated Plan 

 U.S. Census data: the Comprehensive Housing Affordability Strategy (“CHAS”) 
dataset 

 American Housing Survey data  
 Indicate year:       

 Other housing market study 
 Indicate year:       

 Other sources: (list and indicate year of information) 

 
 
B.  Housing Needs of Families on the Public Housing and Section 8 
Tenant- Based Assistance Waiting Lists 
State the housing needs of the families on the PHA’s waiting list/s. Complete one table for each type of  
PHA-wide waiting list administered by the PHA.  PHAs may provide separate tables for site-based or 
sub-jurisdictional public housing waiting lists at their option. 
 
 

Housing Needs of Families on the Waiting List 
PUBLIC HOUSING 

Data Source: Admissions Department  
(EMPHASYS Reports-Withdrawn Applicants-Conventional, Eligibility Report, 

Report of Move-ins by Development and Bedroom Size) 
Waiting list type: (select one) 

      Section 8 tenant-based assistance  
      Public Housing 
      Combined Section 8 and Public Housing 
      Public Housing Site-Based or sub-jurisdictional waiting list (optional) 

If used, identify which development/subjurisdiction:  

 # of families % of total families  Annual Turnover  
 

Waiting list total 856  69 (7.3%) 

Extremely low 
income <=30% AMI 

459  
53.4% 

 

Very low income 
(>30% but <=50% 
AMI) 

36 4.2%  

Low income 
(>50% but <80% 
AMI) 

66 7.7%  

Families with 356 41.4%  
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Housing Needs of Families on the Waiting List 
PUBLIC HOUSING 

Data Source: Admissions Department  
(EMPHASYS Reports-Withdrawn Applicants-Conventional, Eligibility Report, 

Report of Move-ins by Development and Bedroom Size) 
children 

Elderly families 37 4.3%  

Families with 
Disabilities 

148 17.3%  

White 20 2.4%  

Black 835 97.5%  

Asian 1 0.1%  

Other 0 0.0%  

 

Characteristics by 
Bedroom Size 
(Public Housing 
Only) 

   

1BR 505 59% (104) 

2 BR 229 26.8% 103 

3 BR 101 11.8% 65 

4 BR 18 2.1% (5) 

5 BR 3 0.3% 13 

5+ BR 0 0.0% (3) 

 Is the waiting list closed (select one)?   No   Yes   
If yes:  

How long has it been closed (# of months)?       
Does the PHA expect to reopen the list in the PHA Plan year?   No    Yes 
Does the PHA permit specific categories of families onto the waiting list, even if 
generally closed?   No    Yes 

 

 

Housing Needs of Families on the Waiting List 
SECTION 8 

 
(Waiting List was suspended.  Anticipate opening waiting list and 
conducting Lottery in January 2008.) 

 

C.  Strategy for Addressing Needs 
Provide a brief description of the PHA’s strategy for addressing the housing needs of families in the 
jurisdiction and on the waiting list IN THE UPCOMING YEAR, and the Agency’s reasons for choosing 
this strategy.   
 
(1)  Strategies 
Need:  Shortage of affordable housing for all eligible populations 
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Strategy 1.  Maximize the number of affordable units available to the PHA within 
its current resources by: 
Select all that apply 

 
 Employ effective maintenance and management policies to minimize the number 

of public housing units off-line  
 Reduce turnover time for vacated public housing units 
 Reduce time to renovate public housing units 
 Seek replacement of public housing units lost to the inventory through mixed 

finance development  
 Seek replacement of public housing units lost to the inventory through section 8 

replacement housing resources 
 Maintain or increase section 8 lease-up rates by establishing payment standards 

that will enable families to rent throughout the jurisdiction 
 Undertake measures to ensure access to affordable housing among families 

assisted by the PHA, regardless of unit size required 
 Maintain or increase section 8 lease-up rates by marketing the program to owners, 

particularly those outside of areas of minority and poverty concentration 
 Maintain or increase section 8 lease-up rates by effectively screening Section 8 

applicants to increase owner acceptance of program 
 Participate in the Consolidated Plan development process to ensure coordination 

with broader community strategies 
 Other (list below) 

 
Strategy 2:  Increase the number of affordable housing units by: 
Select all that apply 

 
 Apply for additional section 8 units should they become available  
 Leverage affordable housing resources in the community through the creation of 

mixed - finance housing 
 Pursue housing resources other than public housing or Section 8 tenant-based 

 assistance.  
 Other: (list below) 

GHA will explore options to provide the necessary capital not just to address 
backlog capital needs but also to attract a healthy mix of incomes.  One other 
option is the development of a conversion program. 
 

Need:  Specific Family Types:  Families at or below 30% of median 
 
Strategy 1:  Target available assistance to families at or below 30 % of AMI 
Select all that apply 

 
 Exceed HUD federal targeting requirements for families at or below 30% of AMI 

in public housing  
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 Exceed HUD federal targeting requirements for families at or below 30% of AMI 
in tenant-based section 8 assistance 

 Employ admissions preferences aimed at families with economic hardships 
 Adopt rent policies to support and encourage work  
 Other: (list below) 

GHA will continue to explore additional funding opportunities with the City 
of Gary and other human service organizations that provide resources to this 
targeted population through collaborative efforts. 

 
Need:  Specific Family Types:  Families at or below 50% of median 
 
Strategy 1: Target available assistance to families at or below 50% of AMI 
Select all that apply 

 
 Employ admissions preferences aimed at families who are working  
 Adopt rent policies to support and encourage work 
 Other: (list below) 

Implementing measures to offer FSS Programs for all public housing family 
sites will be phased in over the next two (2) years. 
(Resident ages 19-64) 

 
Need:  Specific Family Types: The Elderly 
 
Strategy 1:  Target available assistance to the elderly: 
Select all that apply 

 
 Seek designation of public housing for the elderly  
 Apply for special-purpose vouchers targeted to the elderly, should they become 

available 
 Other: (list below) 

 
Need:  Specific Family Types:  Families with Disabilities 
 

Strategy 1:  Target available assistance to Families with Disabilities: 

Select all that apply 

 
 Seek designation of public housing for families with disabilities  
 Carry out the modifications needed in public housing based on the section 504 

Needs Assessment for Public Housing 
 Apply for special-purpose vouchers targeted to families with disabilities, should 

they become available 
 Affirmatively market to local non-profit agencies that assist families with 

disabilities 
 Other: (list below) 
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Update and enter into additional Memoranda of Understanding with Service 
Providers that offer assistance to families with disabilities, if deemed 
necessary by GHA’s assessment of current providers. 
 

Need:  Specific Family Types:  Races or ethnicities with disproportionate housing 
needs 
 

Strategy 1:  Increase awareness of PHA resources among families of races and 
ethnicities with disproportionate needs: 

Select if applicable 

 
 Affirmatively market to races/ethnicities shown to have disproportionate housing 

needs 
 Other: (list below) 

 
 
Strategy 2:  Conduct activities to affirmatively further fair housing 
Select all that apply 

 
 Counsel section 8 tenants as to location of units outside of areas of poverty or 

minority concentration and assist them to locate those units 
 Market the section 8 program to owners outside of areas of poverty /minority 

concentrations 
 Other: (list below)  

 
 
Other Housing Needs & Strategies: (list needs and strategies below) 
 
(2)  Reasons for Selecting Strategies 
Of the factors listed below, select all that influenced the PHA’s selection of the strategies 
it will pursue: 
 

 Funding constraints 
 Staffing constraints 
 Limited availability of sites for assisted housing 
 Extent to which particular housing needs are met by other organizations in the 

community 
 Evidence of housing needs as demonstrated in the Consolidated Plan and other 

information available to the PHA  
 Influence of the housing market on PHA programs 
 Community priorities regarding housing assistance 
 Results of consultation with local or state government 
 Results of consultation with residents and the Resident Advisory Board 
 Results of consultation with advocacy groups 
 Other:  (list below) 
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2.  Statement of Financial Resources 
[24 CFR Part 903.7 9 (b)] 
List the financial resources that are anticipated to be available to the PHA for the support of Federal public 
housing and tenant-based Section 8 assistance programs administered by the PHA during the Plan year.   
Note:  the table assumes that Federal public housing or tenant based Section 8 assistance grant funds are 
expended on eligible purposes; therefore, uses of these funds need not be stated.  For other funds, indicate 
the use for those funds as one of the following categories: public housing operations, public housing capital 
improvements, public housing safety/security, public housing supportive services, Section 8 tenant-based 
assistance, Section 8 supportive services or other.  
 
 

Financial Resources:   
Planned Sources and Uses  

Sources Planned $ Planned Uses 

 1.  Federal Grants (FY 2007 grants)      $  18,475,720  

a) Public Housing Operating Fund            4,750,000  

b) Public Housing Capital Fund 4,880,482  

c) HOPE VI Revitalization                57,752  

d) HOPE VI Demolition   

e) Annual Contributions for Section 
8 Tenant-Based Assistance 

           8,787,486  

Other Federal Grants (list below)   

2.  Prior Year Federal Grants 
(unobligated funds only) (list 
below) 

           5,673,106  

Capital Fund - 2007 
Capital Fund – 2006 

           4,738,332 
              198,693 

Capital Needs 
Capital Needs 

Capital Fund - 2005 
Capital Fund - 2004 

              329,548 
              406,533 

Capital Needs 
Capital Needs 

3.  Public Housing Dwelling Rental 
Income 

 
           2,650,000 

Public Housing 
Operations 

   

4.  Other income (list below)            

   

          

   

5.  Non-federal sources (list below)                 31,680  

Non-Dwelling Rental                 31,680 Public Housing 

   

   

Total resources        $26,830,506  
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3.  PHA Policies Governing Eligibility, Selection, and Admissions 
[24 CFR Part 903.7 9 (c)] 
 

A.  Public Housing   
Exemptions:  PHAs that do not administer public housing are not required to complete subcomponent 3A. 
 
(1) Eligibility 
 
a. When does the PHA verify eligibility for admission to public housing? (select all that 

apply) 
 When families are within a certain number of being offered a unit: (state number)  
 When families are within a certain time of being offered a unit: (state time) 
 Other: (describe) 

At the time of initial application.  
 
b. Which non-income (screening) factors does the PHA use to establish eligibility for 

admission to public housing (select all that apply)? 
 Criminal or Drug-related activity 
 Rental history 
 Housekeeping 
 Other (describe) 

 Landlord references 
 

c.   Yes   No:  Does the PHA request criminal records from local law enforcement 
agencies for screening purposes?  

d.   Yes   No:  Does the PHA request criminal records from State law enforcement 
agencies for screening purposes? 

e.   Yes    No:  Does the PHA access FBI criminal records from the FBI for 
screening purposes? (either directly or through an NCIC-
authorized source) 

 
(2)Waiting List Organization 
 
a. Which methods does the PHA plan to use to organize its public housing waiting list 

(select all that apply) 
 Community-wide list 
 Sub-jurisdictional lists 
 Site-based waiting lists 
 Other (describe) 

 
b.  Where may interested persons apply for admission to public housing?  

 PHA main administrative office 
 PHA development site management office  
 Other (list below) 

 Mixed Income Communities 
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c.  If the PHA plans to operate one or more site-based waiting lists in the coming year, 
answer each of the following questions; if not, skip to subsection (3) Assignment 

 
1. How many site-based waiting lists will the PHA operate in the coming year?  21 
2.   Yes   No: Are any or all of the PHA’s site-based waiting lists new for the 

upcoming year (that is, they are not part of a previously-HUD-
approved site based waiting list plan)? 
If yes, how many lists?  3 

  
3.   Yes   No: May families be on more than one list simultaneously 

 If yes, how many lists? All 
 

4. Where can interested persons obtain more information about and sign up to be on 
the site-based waiting lists (select all that apply)? 

 PHA main administrative office 
 All PHA development management offices 
 Management offices at developments with site-based waiting lists 
 At the development to which they would like to apply 
 Other (list below) 

  
(3) Assignment 
 
a. How many vacant unit choices are applicants ordinarily given before they fall to the 

bottom of or are removed from the waiting list? (select one) 
  One  
 Two 
 Three or More 

 
b.  Yes   No: Is this policy consistent across all waiting list types? 
 
c. If answer to b is no, list variations for any other than the primary public housing 

waiting list/s for the PHA: 
 
(4) Admissions Preferences 
 

a. Income targeting:  
  Yes   No: Does the PHA plan to exceed the federal targeting requirements by 

targeting more than 40% of all new admissions to public housing to 
families at or below 30% of median area income? 

 
b. Transfer policies: 
In what circumstances will transfers take precedence over new admissions? (list below) 

   Emergencies  
 Overhoused 
 Underhoused 
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 Medical justification 
 Administrative reasons determined by the PHA (e.g., to permit modernization   

work) 
 Resident choice: (state circumstances below) 
 Other: (list below) 

� Catastrophic National Emergency  
� Disaster  
� Government Action 

 
c.  Preferences 
1.  Yes   No: Has the PHA established preferences for admission to public housing 

(other than date and time of application)? (If “no” is selected, skip 
to subsection (5) Occupancy) 

� Employment, 
� Participation in Training Program 
� Live/Work in GHA’s Jurisdiction 

 
2.  Which of the following admission preferences does the PHA plan to employ in the 

coming year? (select all that apply from either former Federal preferences or other 
preferences)  

 
Former Federal preferences: 

 Involuntary Displacement (Disaster, Government Action, Action of Housing 
  Owner, Inaccessibility, Property Disposition) 

 Victims of domestic violence 
 Substandard housing 
 Homelessness 
 High rent burden (rent is > 50 percent of income) 

 
Other preferences: (select below) 

2 Working families and those unable to work because of age or disability  
4 Veterans and veterans’ families  
1 Residents who live and/or work in the jurisdiction 
3 Those enrolled currently in educational, training, or upward mobility programs 
 Households that contribute to meeting income goals (broad range of incomes)  
 Households that contribute to meeting income requirements (targeting)  
 Those previously enrolled in educational, training, or upward mobility programs 
 Victims of reprisals or hate crimes 
 Other preference(s) (list below) 
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3. If the PHA will employ admissions preferences, please prioritize by placing a “1” in 
the space that represents your first priority, a “2” in the box representing your second 
priority, and so on.   If you give equal weight to one or more of these choices (either 
through an absolute hierarchy or through a point system), place the same number next to 
each.  That means you can use “1” more than once, “2” more than once, etc. 
 
1  Date and Time 
 
Former Federal preferences: 

    Involuntary Displacement (Disaster, Government Action, Action of Housing 
 Owner, Inaccessibility, Property Disposition) 
    Victims of domestic violence  
    Substandard housing 
    Homelessness 
    High rent burden 

 
Other preferences (select all that apply) 

1 Working families and those unable to work because of age or disability  
1 Veterans and veterans’ families  
1 Residents who live and/or work in the jurisdiction 
1 Those enrolled currently in educational, training, or upward mobility programs 
 Households that contribute to meeting income goals (broad range of incomes)  
 Households that contribute to meeting income requirements (targeting)  
 Those previously enrolled in educational, training, or upward mobility programs  
 Victims of reprisals or hate crimes  
2 Other preference(s) (list below) 

  Near elderly and Singles 
        

 
4.  Relationship of preferences to income targeting requirements: 

 The PHA applies preferences within income tiers 
 Not applicable:  the pool of applicant families ensures that the PHA will meet 

income targeting requirements 
 
(5) Occupancy  
 

a. What reference materials can applicants and residents use to obtain information about 
the rules of occupancy of public housing (select all that apply) 
 The PHA-resident lease 
 The PHA’s Admissions and (Continued) Occupancy policy 
 PHA briefing seminars or written materials 
 Other source (list)  
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b. How often must residents notify the PHA of changes in family composition?  (select all 
that apply) 
 At an annual reexamination and lease renewal 
 Any time family composition changes 
 At family request for revision  
 Other (list) 

 
(6) Deconcentration and Income Mixing  
 
a.   Yes   No: Did the PHA’s analysis of its family (general occupancy) 

developments to determine concentrations of poverty indicate the 
need for measures to promote deconcentration of poverty or income 
mixing? 

 
b.   Yes   No: Did the PHA adopt any changes to its admissions policies based on 

the results of the required analysis of the need to promote 
deconcentration of poverty or to assure income mixing? 

 
c. If the answer to b was yes, what changes were adopted? (select all that apply) 

 Adoption of site- based waiting lists  
If selected, list targeted developments below:  All sites 

 
 Employing waiting list “skipping” to achieve deconcentration of poverty or 

income mixing goals at targeted developments  
If selected, list targeted developments below: 

 
 Employing new admission preferences at targeted developments  

If selected, list targeted developments below: 
 

 Other (list policies and developments targeted below) 
 
 
d.  Yes   No: Did the PHA adopt any changes to other policies based on the results 

of the required analysis of the need for deconcentration of poverty 
and income mixing? 

 
e.  If the answer to d was yes, how would you describe these changes? (select all that 

apply) 
 

 Additional affirmative marketing  
 Actions to improve the marketability of certain developments 
 Adoption or adjustment of ceiling rents for certain developments 
 Adoption of rent incentives to encourage deconcentration of poverty and income-

mixing  
 Other (list below) 
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f.  Based on the results of the required analysis, in which developments will the PHA 
make special efforts to attract or retain higher-income families? (select all that apply) 
 Not applicable:   
 List (any applicable) developments below:   

 
g.  Based on the results of the required analysis, in which developments will the PHA 

make special efforts to assure access for lower-income families? (select all that apply) 
 Not applicable:   
 List (any applicable) developments below: 

 
B. Section 8 
Exemptions:  PHAs that do not administer section 8 are not required to complete sub-component 3B.   
Unless otherwise specified, all questions in this section apply only to the tenant-based section 8 
assistance program (vouchers, and until completely merged into the voucher program, certificates). 

 
(1) Eligibility 
 
a.  What is the extent of screening conducted by the PHA? (select all that apply) 

 Criminal or drug-related activity only to the extent required by law or regulation  
 Criminal and drug-related activity, more extensively than required by law or 

regulation 
 More general screening than criminal and drug-related activity (list factors below) 
 Other (list below) 

 
b.  Yes   No: Does the PHA request criminal records from local law enforcement 

agencies for screening purposes? 
 
c.   Yes   No:  Does the PHA request criminal records from State law enforcement 

agencies for screening purposes? 
 
d.   Yes    No:  Does the PHA access FBI criminal records from the FBI for 

screening purposes? (either directly or through an NCIC-
authorized source) 

 
e.  Indicate what kinds of information you share with prospective landlords? (select all 

that apply) 
 Criminal or drug-related activity 
 Other (describe below) 

Tenants last known Section 8 Landlord name and address 
 
(2) Waiting List Organization 
 
a.  With which of the following program waiting lists is the section 8 tenant-based 

assistance waiting list merged? (select all that apply) 
 None 
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 Federal public housing 
 Federal moderate rehabilitation 
 Federal project-based certificate program 
 Other federal or local program (list below) 

 
b. Where may interested persons apply for admission to section 8 tenant-based 

assistance? (select all that apply) 
 PHA main administrative office  
 Other (list below) 

 
(3) Search Time 
 

a.    Yes    No: Does the PHA give extensions on standard 60-day period to search 
for a unit? 

 
If yes, state circumstances below: 
 
Extensions are granted due to lack of housing opportunities in GHA’s jurisdiction.   
 
(4) Admissions Preferences 
 
a.  Income targeting  
 

  Yes   No: Does the PHA plan to exceed the federal targeting requirements by 
targeting more than 75% of all new admissions to the section 8 
program to families at or below 30% of median area income? 

b.  Preferences 
1.   Yes   No: Has the PHA established preferences for admission to section 8 

tenant-based assistance? (other than date and time of application) 
(if no, skip to subcomponent (5) Special purpose section 8 
assistance programs)  

 
2.  Which of the following admission preferences does the PHA plan to employ in the 
 coming year? (select all that apply from either former Federal preferences or other 
 preferences)  
 
Former Federal preferences 

 Involuntary Displacement (Disaster, Government Action, Action of Housing 
Owner, Inaccessibility, Property Disposition) 

 Victims of domestic violence  
 Substandard housing 
 Homelessness 
 High rent burden (rent is > 50 percent of income) 
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Other preferences (select all that apply) 
 Working families and those unable to work because of age or disability  
 Veterans and veterans’ families  
 Residents who live and/or work in your jurisdiction 
 Those enrolled currently in educational, training, or upward mobility programs 
 Households that contribute to meeting income goals (broad range of incomes)  
 Households that contribute to meeting income requirements (targeting)  
 Those previously enrolled in educational, training, or upward mobility programs  
 Victims of reprisals or hate crimes   
 Other preference(s) (list below) 

 

3. If the PHA will employ admissions preferences, please prioritize by placing a “1” in 
the space that represents your first priority, a “2” in the box representing your  second 
priority, and so on.   If you give equal weight to one or more of these choices (either 
through an absolute hierarchy or through a point system), place the same number next to 
each.  That means you can use “1” more than once, “2” more than once, etc. 
 
Former Federal preferences 

  Involuntary Displacement (Disaster, Government Action, Action of Housing 
Owner 

 Inaccessibility, Property Disposition) 
  Victims of domestic violence 
  Substandard housing 
  Homelessness 
  High rent burden 

 
Other preferences (select all that apply) 

1 Working families and those unable to work because of age or disability  
 Veterans and veterans’ families  
1 Residents who live and/or work in your jurisdiction 
 Those enrolled currently in educational, training, or upward mobility programs 
 Households that contribute to meeting income goals (broad range of incomes)  
 Households that contribute to meeting income requirements (targeting)  
 Those previously enrolled in educational, training, or upward mobility programs  
 Victims of reprisals or hate crimes  
 Other preference(s) (list below) 

 
 

4.  Among applicants on the waiting list with equal preference status, how are applicants 
selected? (select one) 

 Date and time of application 
 Drawing (lottery) or other random choice technique 
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5.  If the PHA plans to employ preferences for “residents who live and/or work in the 
jurisdiction” (select one) 

 This preference has previously been reviewed and approved by HUD 
 The PHA requests approval for this preference through this PHA Plan 

 
 
6.  Relationship of preferences to income targeting requirements: (select one) 

 The PHA applies preferences within income tiers 
 Not applicable:  the pool of applicant families ensures that the PHA will meet 

income targeting requirements 
 
(5)   Special Purpose Section 8 Assistance Programs 
 
a.  In which documents or other reference materials are the policies governing eligibility, 

selection, and admissions to any special-purpose section 8 program administered by 
the PHA contained? (select all that apply) 
 The Section 8 Administrative Plan 
 Briefing sessions and written materials 
 Other (list below) 

 
b. How does the PHA announce the availability of any special-purpose section 8  

programs to the public? 
 Through published notices 
 Other (list below) 

 
 

4.  PHA Rent Determination Policies  
[24 CFR Part 903.7 9 (d)] 

 
A.  Public Housing 
Exemptions:  PHAs that do not administer public housing are not required to complete sub-component 4A. 
 

(1)  Income Based Rent Policies 
Describe the PHA’s income based rent setting policy/ies for public housing using, including discretionary 
(that is, not required by statute or regulation) income disregards and exclusions, in the appropriate spaces 
below. 

 
a.  Use of discretionary policies: (select one) 
 

 The PHA will not employ any discretionary rent-setting policies for income based 
rent in public housing.  Income-based rents are set at the higher of 30% of 
adjusted monthly income, 10% of unadjusted monthly income, the welfare rent, or 
minimum rent (less HUD mandatory deductions and exclusions).  (If selected, 
skip to sub-component (2)) 

 
---or--- 
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 The PHA employs discretionary policies for determining income based rent (If 

selected, continue to question b.) 
 
b.  Minimum Rent 
 
1. What amount best reflects the PHA’s minimum rent? (select one) 

 $0 
 $1-$25 
 $26-$50 

 
 
2.   Yes   No: Has the PHA adopted any discretionary minimum rent hardship 

exemption policies? 
 
3. If yes to question 2, list these policies below: 
Total tenant payment shall be the greatest of 30% of monthly adjusted income, 10% of 
monthly income or $50.00 for all resident households whose annual adjusted income is 
greater than zero. 

 
1. A “hardship request” shall be available to residents who claim they are unable to pay 

the established minimum rent.  Hardship criteria shall include the following situations: 

• The household has lost eligibility to or is awaiting an eligibility 
determination for a federal, state or local assistance program; 

• The family would be evicted as a result of the imposition of the minimum 
rent; 

• The income of the family has decreased because of changed circumstances, 
including loss of employment; 

• A death in the family has occurred; 

• Other circumstances determined by GHA. 

2. A household will be exempt from paying minimum rent upon satisfactory documentation 
that the hardship described above is of a long term basis.  If exempted such exemption 
will be effective retroactively to the date of the request of the hardship. 

3. If the “hardship” is temporary (less than 90 days) then the household will not be exempt 
from the minimum rent requirement and shall be responsible for full payment of 
minimum rent.  However, a non-payment of rent eviction procedure will not be initiated 
during the period of “temporary” hardship. (within 90 days from the date of the request 
for hardship) 

 
c.  Rents set at less than 30% than adjusted income 
 
1.   Yes   No:  Does the PHA plan to charge rents at a fixed amount or percentage 
less than 30% of adjusted income? 
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2.  If yes to above, list the amounts or percentages charged and the circumstances under 
which these will be used below: 

 
d.  Which of the discretionary (optional) deductions and/or exclusions policies does the 

PHA plan to employ (select all that apply) 
 For the earned income of a previously unemployed household member 
 For increases in earned income 
 Fixed amount (other than general rent-setting policy) 

If yes, state amount/s and circumstances below: 
 

 Fixed percentage (other than general rent-setting policy) 
If yes, state percentage/s and circumstances below: 

 
 For household heads 
 For other family members  
 For transportation expenses 
 For the non-reimbursed medical expenses of non-disabled or non-elderly families 
 Other (describe below) 

 

 
e. Ceiling rents 

 

1. Do you have ceiling rents? (rents set at a level lower than 30% of adjusted income) 
(select one) 

 
 Yes for all developments 
 Yes but only for some developments 
 No 

 
 

2. For which kinds of developments are ceiling rents in place? (select all that apply) 
 

 For all developments 
 For all general occupancy developments (not elderly or disabled or elderly only) 
 For specified general occupancy developments 
 For certain parts of developments; e.g., the high-rise portion 
 For certain size units; e.g., larger bedroom sizes 
 Other (list below) 

 
 

3. Select the space or spaces that best describe how you arrive at ceiling rents (select all 
that apply) 

 
 Market comparability study 
 Fair market rents (FMR) 
 95th percentile rents 
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 75 percent of operating costs 
 100 percent of operating costs for general occupancy (family) developments 
 Operating costs plus debt service 
 The “rental value” of the unit 
 Other (list below) 

 
 

f.  Rent re-determinations: 

 
1.  Between income reexaminations, how often must tenants report changes in income or 
family composition to the PHA such that the changes result in an adjustment to rent? 
(select all that apply) 

 Never 
 At family option 
 Any time the family experiences an income increase 
 Any time a family experiences an income increase above a threshold amount or 

 percentage: (if selected, specify threshold)_____ 

 Other (list below) 
 
 
g.   Yes   No:  Does the PHA plan to implement individual savings accounts for 

residents (ISAs) as an alternative to the required 12 month 
disallowance of earned income and phasing in of rent increases in 
the next year?  

 
(2)  Flat Rents   
 
1.  In setting the market-based flat rents, what sources of information did the PHA use to 

establish comparability? (select all that apply.) 
 The section 8 rent reasonableness study of comparable housing  
 Survey of rents listed in local newspaper   
 Survey of similar unassisted units in the neighborhood 
 Other (list/describe below) 

 The PHA shall consider: 
 1) The location, size, unit type, and age of the unit 

 2) Any amenities, housing services, maintenance and utilities provided by 
GHA 

   
B.  Section 8 Tenant-Based Assistance 
Exemptions:  PHAs that do not administer Section 8 tenant-based assistance are not required to complete 
sub-component 4B. Unless otherwise specified, all questions in this section apply only to the tenant-
based section 8 assistance program (vouchers, and until completely merged into the voucher 
program, certificates). 
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(1) Payment Standards  
Describe the voucher payment standards and policies. 
 
a. What is the PHA’s payment standard? (select the category that best describes your 
standard) 

 At or above 90% but below100% of FMR  
 100% of FMR 
 Above 100% but at or below 110% of FMR 
 Above 110% of FMR (if HUD approved; describe circumstances below) 

 
b.  If the payment standard is lower than FMR, why has the PHA selected this standard? 

(select all that apply) 
 FMRs are adequate to ensure success among assisted families in the PHA’s 

segment of the FMR area 
 The PHA has chosen to serve additional families by lowering the payment 

standard  
 Reflects market or submarket 
 Other (list below) 

 
c.  If the payment standard is higher than FMR, why has the PHA chosen this level? 

(select all that apply) 
 FMRs are not adequate to ensure success among assisted families in the PHA’s 

segment of the FMR area 
 Reflects market or submarket 
 To increase housing options for families 
 Other (list below) 

 
 d.  How often are payment standards reevaluated for adequacy? (select one) 

 Annually 
 Other (list below) 

 
e.  What factors will the PHA consider in its assessment of the adequacy of its payment 

standard?  (select all that apply) 
 Success rates of assisted families 
 Rent burdens of assisted families 
 Other (list below) 

 
(2) Minimum Rent 
 
a.  What amount best reflects the PHA’s minimum rent? (select one) 

 $0 
 $1-$25 
 $26-$50 
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b.   Yes   No: Has the PHA adopted any discretionary minimum rent hardship 
exemption  policies? (if yes, list below) 

Minimum rent refers to the Total Tenant Payment and includes the combined amount a 
family pays towards rent and/or utilities when it is applied. The established minimum rent 
for all voucher holders is $50.00.  A family may request an exception to the minimum rent 
based on financial hardship, which is defined as follows:  The family has lost eligibility or is 
awaiting an eligibility determination for Federal, State, or local financial assistance; The 
family would be evicted as a result of the imposition of the minimum rent requirement; 
The income of the family has decreased because of changed circumstances, including: loss 
of employment; death in the family; and, other circumstances as determined by the PHA or 
HUD. 

 

5. Operations and Management  
[24 CFR Part 903.7 9 (e)] 
 
Exemptions from Component 5:  High performing and small PHAs are not required to complete this 
section.  Section 8 only PHAs must complete parts A, B, and C(2) 
 

A.  PHA Management Structure  
Describe the PHA’s management structure and organization.  

(select one) 
 An organization chart showing the PHA’s management structure and organization 

is attached. 
 A brief description of the management structure and organization of the PHA 

follows: 

 
B. HUD Programs Under PHA Management 
_ List Federal programs administered by the PHA, number of families served at the beginning of the 

upcoming fiscal year, and expected turnover in each.  (Use “NA” to indicate that the PHA does not 
operate any of the programs listed below.)  

 

Program Name Units or Families 
Served at Year 

Beginning 

Expected 
Turnover 

Public Housing 2,183 350 

Section 8 Vouchers 1,130 120 

Section 8 Certificates NA NA 

Section 8 Mod Rehab 53 5 

Special Purpose Section 
8 Certificates/Vouchers 
(list individually) 

 
 
 

 

Public Housing Drug 
Elimination Program 
(PHDEP) 

 
 
 

 

Other Federal 
Programs(list 
individually) 
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C.  Management and Maintenance Policies 
List the PHA’s public housing management and maintenance policy documents, manuals and handbooks 
that contain the Agency’s rules, standards, and policies that govern maintenance and management of public 
housing, including a description of any measures necessary for the prevention or eradication of pest 
infestation (which includes cockroach infestation) and the policies governing Section 8 management. 

 
(1) Public Housing Maintenance and Management: (list below) 

(Attachment M-ACOP) 

 
(2) Section 8 Management: (list below) 

(Attachment L-HCV Administrative Plan) 
 
6. PHA Grievance Procedures 
[24 CFR Part 903.7 9 (f)] 
 
Exemptions from component 6:  High performing PHAs are not required to complete component 6. Section 
8-Only PHAs are exempt from sub-component 6A. 

 
A.  Public Housing 
1.   Yes   No: Has the PHA established any written grievance procedures in addition 

to federal requirements found at 24 CFR Part 966, Subpart B, for 
residents of public housing? 

 
If yes, list additions to federal requirements below: 

 
2.  Which PHA office should residents or applicants to public housing contact to initiate 

the PHA grievance process? (select all that apply) 
 PHA main administrative office 
 PHA development management offices 
 Other (list below) 

 
B.  Section 8 Tenant-Based Assistance 
1.   Yes   No: Has the PHA established informal review procedures for applicants to 

the Section 8 tenant-based assistance program and informal hearing 
procedures for families assisted by the Section 8 tenant-based 
assistance program in addition to federal requirements found at 24 
CFR 982?  

 
If yes, list additions to federal requirements below: 

 
2.  Which PHA office should applicants or assisted families contact to initiate the 

informal review and informal hearing processes? (select all that apply) 
 PHA main administrative office 
 Other (list below) 
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7.  Capital Improvement Needs  
[24 CFR Part 903.7 9 (g)] 
Exemptions from Component 7:  Section 8 only PHAs are not required to complete this component and may 
skip to Component 8.   

 
A.  Capital Fund Activities 

Exemptions from sub-component 7A:   PHAs that will not participate in the Capital Fund Program may skip 
to component 7B.  All other PHAs must complete 7A as instructed. 

 
(1)  Capital Fund Program Annual Statement 
Using parts I, II, and III of the Annual Statement for the Capital Fund Program (CFP), identify capital 
activities the PHA is proposing for the upcoming year to ensure long-term physical and social viability of its 
public housing developments.  This statement can be completed by using the CFP Annual Statement tables 
provided in the table library at the end of the PHA Plan template OR, at the PHA’s option, by completing 
and attaching a properly updated HUD-52837.    
 
Select one: 

 The Capital Fund Program Annual Statement is provided as an attachment to the 
PHA Plan at Attachment (state name) Attachment N:  P & E Report 

-or- 
 

 The Capital Fund Program Annual Statement is provided below:  (if selected, 
copy the CFP Annual Statement from the Table Library and insert here) 

 
(2)  Optional 5-Year Action Plan 

Agencies are encouraged to include a 5-Year Action Plan covering capital work items. This statement can 
be completed by using the 5 Year Action Plan table provided in the table library at the end of the PHA Plan 
template OR by completing and attaching a properly updated HUD-52834.    

 
a.  Yes   No: Is the PHA providing an optional 5-Year Action Plan for the Capital 

Fund? (if no, skip to sub-component 7B) 
 
b.  If yes to question a, select one: 

 The Capital Fund Program 5-Year Action Plan is provided as an attachment to the 
PHA Plan at Attachment (state name) Attachment J:  5 Yr. Action Plan 

-or- 
 

 The Capital Fund Program 5-Year Action Plan is provided below:  (if selected, 
copy the CFP optional 5 Year Action Plan from the Table Library and insert here) 

 
B.  HOPE VI and Public Housing Development and Replacement 
Activities (Non-Capital Fund) 
 
Applicability of sub-component 7B:  All PHAs administering public housing.  Identify any approved HOPE 
VI and/or public housing development or replacement activities not described in the Capital Fund Program 
Annual Statement. 



FY 2008 Annual Plan Page 29  form HUD 50075 (03/2003) 

  Yes   No:     a) Has the PHA received a HOPE VI revitalization grant? (if no, skip 
to question c; if yes, provide responses to question b for each grant, 
copying and completing as many times as necessary) 

b) Status of HOPE VI revitalization grant (complete one set of 
questions for each grant) 

 
1. Development name:  
2. Development (project) number:  
3. Status of grant: (select the statement that best describes the current 

status)   
 Revitalization Plan under development 
 Revitalization Plan submitted, pending approval 
 Revitalization Plan approved 
 Activities pursuant to an approved Revitalization Plan 

underway 
  

  Yes   No:     c) Does the PHA plan to apply for a HOPE VI Revitalization grant in 
the Plan year? 
If yes, list development name/s below:   

  
  Yes   No:     d) Will the PHA be engaging in any mixed-finance development 

activities for public housing in the Plan year?  
If yes, list developments or activities below:   

 Will research feasibility with developer for Ivanhoe Gardens 
 

  Yes   No:    e) Will the PHA be conducting any other public housing development 
or replacement activities not discussed in the Capital Fund 
Program Annual Statement?  
If yes, list developments or activities below: 

 

8.  Demolition and Disposition  
[24 CFR Part 903.7 9 (h)] 
Applicability of component 8:  Section 8 only PHAs are not required to complete this section.   

 
1.   Yes   No:  Does the PHA plan to conduct any demolition or disposition 

activities (pursuant to section 18 of the U.S. Housing Act of 1937 
(42 U.S.C. 1437p)) in the plan Fiscal Year?   (If “No”, skip to 
component 9; if “yes”, complete one activity description for each 
development.) 

 
2. Activity Description 
 
   Yes   No:  Has the PHA provided the activities description information in the 

optional Public Housing Asset Management Table? (If “yes”, skip 
to component 9.  If “No”, complete the Activity Description table 
below.) 
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Demolition/Disposition Activity Description 

1a. Development name: Ivanhoe Gardens 
1b. Development (project) number: IN 11-02 

2. Activity type:  Demolition  Approved 
Disposition   Will work with HUD on disposition options 

3. Application status (select one)  
Approved   
Submitted, pending approval   
Planned application   

4. Date application approved, submitted, or planned for submission:  (March 2007 - 
Approved for Demolition) 

5. Number of units affected: 317 
6.  Coverage of action (select one)   

  Part of the development 
  Total development 

7.  Timeline for activity: 
a. Actual or projected start date of activity:  To be determined with HUD  
b. Projected end date of activity: To be determined with HUD 

 
Demolition/Disposition Activity Description 

1a. Development name: Delaney 
1b. Development (project) number: IN 11-04 

2. Activity type:  Demolition   
Disposition   Will work with HUD on disposition options 

3. Application status (select one)  
Approved   
Submitted, pending approval   
Planned application   

4. Date application approved, submitted, or planned for submission:  (To be 
determined)  

5. Number of units affected: 227 
6.  Coverage of action (select one)   

  Part of the development 
  Total development 

7.  Timeline for activity: 
a. Actual or projected start date of activity:  To be determined with HUD  
b. Projected end date of activity: To be determined with HUD 
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Demolition/Disposition Activity Description 

1a. Development name: Dorie Miller 
1b. Development (project) number: IN 11-05 

2. Activity type:  Demolition   
Disposition   Will work with HUD on disposition options 

3. Application status (select one)  
Approved   
Submitted, pending approval   
Planned application   

4. Date application approved, submitted, or planned for submission:  (To be determined)  

5. Number of units affected: 270 
6.  Coverage of action (select one)   

  Part of the development 
  Total development 

7.  Timeline for activity: 
a. Actual or projected start date of activity:  To be determined with HUD  
b. Projected end date of activity: To be determined with HUD 

 
Demolition/Disposition Activity Description 

1a. Development name: Colonial Gardens Scattered Site 
1b. Development (project) number: IN 11-10 

2. Activity type:  Demolition   
Disposition   Will work with HUD on disposition options 

3. Application status (select one)  
Approved   
Submitted, pending approval   
Planned application   

4. Date application approved, submitted, or planned for submission:  (To be determined)  

5. Number of units affected: Undetermined 
6.  Coverage of action (select one)   

  Part of the development 
  Total development 

7.  Timeline for activity: 
a. Actual or projected start date of activity:  To be determined with HUD  
b. Projected end date of activity: To be determined with HUD 
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Demolition/Disposition Activity Description 

1a. Development name: Concord on the Hill 
1b. Development (project) number: IN 11-19 

2. Activity type:  Demolition   
Disposition    

3. Application status (select one)  
Approved   
Submitted, pending approval   
Planned application   

4. Date application approved, submitted, or planned for submission:  (To be determined)  

5. Number of units affected: 27 
6.  Coverage of action (select one)   

  Part of the development 
  Total development 

7.  Timeline for activity: 
a. Actual or projected start date of activity:  To be determined with HUD  
b. Projected end date of activity: To be determined with HUD 

 
Demolition/Disposition Activity Description 

1a. Development name: Colonial Gardens 
1b. Development (project) number: IN 11-20 

2. Activity type:  Demolition   
Disposition   Will work with HUD on Disposition Options 

3. Application status (select one)  
Approved   
Submitted, pending approval   
Planned application    

4. Date application approved, submitted, or planned for submission:  (To be determined)  

5. Number of units affected: To be determined 
6.  Coverage of action (select one)   

  Part of the development 
  Total development 

7.  Timeline for activity: 
a. Actual or projected start date of activity:  To be determined with HUD  
b. Projected end date of activity: To be determined with HUD 
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9.  Designation of Public Housing for Occupancy by Elderly Families or 
Families with Disabilities or Elderly Families and Families with 
Disabilities 

[24 CFR Part 903.7 9 (i)] 
Exemptions from Component 9;  Section 8 only PHAs are not required to complete this section.  

 
 
1.   Yes   No:   Has the PHA designated or applied for approval to designate or 

does the PHA plan to apply to designate any public housing for 
occupancy only by the elderly families or only by families with 
disabilities, or by elderly families and families with disabilities or 
will apply for designation for occupancy by only elderly families or 
only families with disabilities, or by elderly families and families 
with disabilities as provided by section 7 of the U.S. Housing Act 
of 1937 (42 U.S.C. 1437e) in the upcoming fiscal year?   (If “No”, 
skip to component 10.  If “yes”, complete one activity description 
for each development, unless the PHA is eligible to complete a 
streamlined submission; PHAs completing streamlined 
submissions may skip to component 10.)  

 
2.  Activity Description 

  Yes   No:  Has the PHA provided all required activity description information 
for this component in the optional Public Housing Asset 
Management Table? If “yes”, skip to component 10.  If “No”, 
complete the Activity Description table below. 

Designation of Public Housing Activity Description  

1a. Development name: Genesis Towers 
1b. Development (project) number: IN 11-25 

2. Designation type:    
Occupancy by only the elderly   
Occupancy by families with disabilities  
Occupancy by only elderly families and families with disabilities   

3. Application status (select one)   
Approved; included in the PHA’s  Designation Plan  
Submitted, pending approval   
Planned application  

4.  Date this designation approved, submitted, or planned for submission: (To be 
determined) 

5.  If approved, will this designation constitute a (select one)  
  New Designation Plan 
  Revision of a previously-approved Designation Plan? 

6.  Number of units affected: 142 
7.   Coverage of action (select one)   

  Part of the development 
  Total development 
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Designation of Public Housing Activity Description  

1a. Development name: Al Thomas High Rise 
1b. Development (project) number: IN 11-24 

2. Designation type:    
Occupancy by only the elderly   
Occupancy by families with disabilities  
Occupancy by only elderly families and families with disabilities   

3. Application status (select one)   
Approved; included in the PHA’s  Designation Plan  
Submitted, pending approval   
Planned application  

4.  Date this designation approved, submitted, or planned for submission: (To be 
determined) 

5.  If approved, will this designation constitute a (select one)  
  New Designation Plan 
  Revision of a previously-approved Designation Plan? 

6.  Number of units affected: 170 
7.   Coverage of action (select one)   

  Part of the development 
  Total development 

 
 

Designation of Public Housing Activity Description  

1a. Development name: Carolyn B. Mosby High Rise 
1b. Development (project) number:  IN 11-11 

2. Designation type:    
Occupancy by only the elderly   
Occupancy by families with disabilities  
Occupancy by only elderly families and families with disabilities   

3. Application status (select one)   
Approved; included in the PHA’s  Designation Plan  
Submitted, pending approval   
Planned application  

4.  Date this designation approved, submitted, or planned for submission: (To be 
determined) 

5.  If approved, will this designation constitute a (select one)  
  New Designation Plan 
  Revision of a previously-approved Designation Plan? 

6.  Number of units affected: 142 
7.   Coverage of action (select one)   

  Part of the development 
  Total development 
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Designation of Public Housing Activity Description  

1a. Development name: Glen Park High Rise 
1b. Development (project) number: IN 11-07 

2. Designation type:    
Occupancy by only the elderly   
Occupancy by families with disabilities  
Occupancy by only elderly families and families with disabilities   

3. Application status (select one)   
Approved; included in the PHA’s  Designation Plan  
Submitted, pending approval   
Planned application  

4.  Date this designation approved, submitted, or planned for submission: (To be 
determined) 

5.  If approved, will this designation constitute a (select one)  
  New Designation Plan 
  Revision of a previously-approved Designation Plan? 

6.  Number of units affected: 128 
7.   Coverage of action (select one)   

  Part of the development 
  Total development 

 
 

10. Conversion of Public Housing to Tenant-Based Assistance 
[24 CFR Part 903.7 9 (j)] 
Exemptions from Component 10;  Section 8 only PHAs are not required to complete this section.  

 
A.  Assessments of Reasonable Revitalization Pursuant to section 202 of the HUD 

FY 1996 HUD Appropriations Act 
 
1.   Yes   No:   Have any of the PHA’s developments or portions of developments 

been identified by HUD or the PHA as covered under section 202 
of the HUD FY 1996 HUD Appropriations Act? (If “No”, skip to 
component 11; if “yes”, complete one activity description for each 
identified development, unless eligible to complete a streamlined 
submission. PHAs completing streamlined submissions may skip 
to component 11.) 

 
2.  Activity Description 

  Yes   No:  Has the PHA provided all required activity description information 
for this component in the optional Public Housing Asset 
Management Table? If “yes”, skip to component 11.  If “No”, 
complete the Activity Description table below. 
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Conversion of Public Housing Activity Description  

1a. Development name: Delaney West  
1b. Development (project) number: 11-4 

2. What is the status of the required assessment? 
  Assessment underway 
  Assessment results submitted to HUD 
  Assessment results approved by HUD (if marked, proceed to next 

question) 
  Other (explain below) 

 

3.   Yes   No:  Is a Conversion Plan required? (If yes, go to block 4; if no, go to    
block 5.) 

4.  Status of Conversion Plan (select the statement that best describes the current 
status) 

  Conversion Plan in development 
  Conversion Plan submitted to HUD on: (DD/MM/YYYY) 
  Conversion Plan approved by HUD on: (DD/MM/YYYY) 
  Activities pursuant to HUD-approved Conversion Plan underway 

 

5.  Description of how requirements of Section 202 are being satisfied by means other 
than conversion (select one) 

  Units addressed in a pending or approved demolition application (date 
submitted or approved:       

  Units addressed in a pending or approved HOPE VI demolition application 
(date submitted or approved:      ) 

  Units addressed in a pending or approved HOPE VI Revitalization Plan 
(date submitted or approved:      ) 

  Requirements no longer applicable:  vacancy rates are less than 10 percent 
  Requirements no longer applicable:  site now has less than 300 units 
  Other: (describe below) 
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Conversion of Public Housing Activity Description 

1a. Development name: Dorie Miller 
1b. Development (project) number: 11-5 

2. What is the status of the required assessment? 
  Assessment underway 
  Assessment results submitted to HUD 
  Assessment results approved by HUD (if marked, proceed to next question) 
  Other (explain below) 

 

3.   Yes   No:  Is a Conversion Plan required? (If yes, go to block 4; if no, go to    
block 5.) 

4.  Status of Conversion Plan (select the statement that best describes the current 
status) 

  Conversion Plan in development 
  Conversion Plan submitted to HUD on: (DD/MM/YYYY) 
  Conversion Plan approved by HUD on: (DD/MM/YYYY) 
  Activities pursuant to HUD-approved Conversion Plan underway 

 

5.  Description of how requirements of Section 202 are being satisfied by means other 
than conversion (select one) 

  Units addressed in a pending or approved demolition application (date submitted 
or approved:       

  Units addressed in a pending or approved HOPE VI demolition application (date 
submitted or approved:      ) 

  Units addressed in a pending or approved HOPE VI Revitalization Plan (date 
submitted or approved:      ) 

  Requirements no longer applicable:  vacancy rates are less than 10 percent 
  Requirements no longer applicable:  site now has less than 300 units 
  Other: (describe below) 

 

 

B.  Reserved for Conversions pursuant to Section 22 of the U.S. Housing Act of 1937  

 

C.  Reserved for Conversions pursuant to Section 33 of the U.S. Housing Act of 1937 
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11.  Homeownership Programs Administered by the PHA  
[24 CFR Part 903.7 9 (k)] 

 
A.  Public Housing 
Exemptions from Component 11A:  Section 8 only PHAs are not required to complete 11A.   

 
1.   Yes   No:  Does the PHA administer any homeownership programs 

administered by the PHA under an approved section 5(h) 
homeownership program (42 U.S.C. 1437c(h)), or an approved 
HOPE I program (42 U.S.C. 1437aaa) or has the PHA applied or 
plan to apply to administer any homeownership programs under 
section 5(h), the HOPE I program, or section 32 of the U.S. 
Housing Act of 1937 (42 U.S.C. 1437z-4).    (If “No”, skip to 
component 11B; if “yes”, complete one activity description for 
each applicable program/plan, unless eligible to complete a 
streamlined submission due to small PHA or high performing 
PHA status.  PHAs completing streamlined submissions may skip 
to component 11B.) 

 
2.  Activity Description 

  Yes   No:  Has the PHA provided all required activity description information 
for this component in the optional Public Housing Asset 
Management Table? (If “yes”, skip to component 12.  If “No”, 
complete the Activity Description table below.) 

 

Public Housing Homeownership Activity Description 
(Complete one for each development affected) 

1a. Development name: HOPEVI Homeownership Program 
1b. Development (project) number: IN 36P011029 

2. Federal Program authority:    
  HOPE I 
  5(h) 
  Turnkey III 
  Section 32 of the USHA of 1937 (effective 10/1/99) 

3. Application status: (select one)   
  Approved; included in the PHA’s Homeownership Plan/Program  
  Submitted, pending approval  
  Planned application  

4. Date Homeownership Plan/Program approved, submitted, or planned for submission:  
(11/25/2002) 

5.  Number of units affected: 13 
6.   Coverage of action:  (select one)   

  Part of the development 
  Total development 
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B. Section 8 Tenant Based Assistance 
 
1.   Yes   No:  Does the PHA plan to administer a Section 8 Homeownership 

program pursuant to Section 8(y) of the U.S.H.A. of 1937, as 
implemented by 24 CFR part 982 ? (If “No”, skip to component 
12; if “yes”, describe each program using the table below (copy 
and complete questions for each program identified), unless the 
PHA is eligible to complete a streamlined submission due to high 
performer status.  High performing PHAs may skip to component 
12.) 

 
2.  Program Description:   
 
a.  Size of Program 

  Yes   No:  Will the PHA limit the number of families participating in the 
section 8 homeownership option? 

 
If the answer to the question above was yes, which statement best describes the 
number of participants? (select one) 

 25 or fewer participants 
 26 - 50 participants 
 51 to 100 participants 
 more than 100 participants 

 
b.  PHA-established eligibility criteria 

  Yes   No: Will the PHA’s program have eligibility criteria for participation in its 
Section 8 Homeownership Option program in addition to HUD 
criteria?  
If yes, list criteria below: 

    
 

 
12.  PHA Community Service and Self-sufficiency Programs 
[24 CFR Part 903.7 9 (l)] 
Exemptions from Component 12:  High performing and small PHAs are not required to complete this 
component.  Section 8-Only PHAs are not required to complete sub-component C. 
 

A.  PHA Coordination with the Welfare (TANF) Agency 
 
1.  Cooperative agreements: 

  Yes   No: Has the PHA has entered into a cooperative agreement with the TANF 
Agency, to share information and/or target supportive services (as 
contemplated by section 12(d)(7) of the Housing Act of 1937)?  

 
If yes, what was the date that agreement was signed?                    
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2.  Other coordination efforts between the PHA and TANF agency (select all that apply) 
 Client referrals 
 Information sharing regarding mutual clients (for rent determinations and 

otherwise) 
 Coordinate the provision of specific social and self-sufficiency services and 

programs to eligible families  
 Jointly administer programs 
 Partner to administer a HUD Welfare-to-Work voucher program 
 Joint administration of other demonstration program 
 Other (describe) 

 
B.   Services and programs offered to residents and participants 
 
 (1) General 

 
a. Self-Sufficiency Policies 
Which, if any of the following discretionary policies will the PHA employ to 
enhance the economic and social self-sufficiency of assisted families in the 
following areas? (select all that apply) 

 Public housing rent determination policies 
 Public housing admissions policies  
 Section 8 admissions policies  
 Preference in admission to section 8 for certain public housing families 
 Preferences for families working or engaging in training or education 

programs for non-housing programs operated or coordinated by the PHA 
 Preference/eligibility for public housing homeownership option 

participation 
 Preference/eligibility for section 8 homeownership option participation 
 Other policies (list below) 

 
b.  Economic and Social self-sufficiency programs 

 
  Yes   No:  Does the PHA coordinate, promote or provide any programs 

to enhance the economic and social self-sufficiency of 
residents? (If “yes”, complete the following table; if “no” skip 
to sub-component 2, Family Self Sufficiency Programs.  The 
position of the table may be altered to facilitate its use. ) 
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Services and Programs 

 

Program Name & Description 
(including location, if appropriate) 

Estimated 
Size 

Allocation 
Method 
(waiting 
list/random 
selection/specific 
criteria/other) 

Access 
(development office / 
PHA main office / 
other provider name) 

Eligibility  
(public housing or  
section 8 participants 
or both) 

Back to God Movement Meal 
Service Program 

130 Specific Criteria Concord, Delaney, and 
Dorie Miller 

PH 

Financial Literacy 13 Specific Criteria Housing Opportunities 
Network 

PH 

Gary Community School 
Corporation-Adult Basic 
Education Program 

13 Specific Criteria Delaney – CISCO Lab PH 

 
 
 

(2) Family Self Sufficiency program/s 
 
a.  Participation Description 

Family Self Sufficiency (FSS) Participation 

Program Required Number of Participants 
(start of FY 2008 Estimate)  

Actual Number of Participants  
(As of:  03/31/07) 

Section 8 
 

75 5 

  
b.   Yes   No: If the PHA is not maintaining the minimum program size required 

by HUD, does the most recent FSS Action Plan address the steps 
the PHA plans to take to achieve at least the minimum program 
size?  
If no, list steps the PHA will take below: 
 
Reduce the program size to 25. 

 
C.  Welfare Benefit Reductions 
 
1.  The PHA is complying with the statutory requirements of section 12(d) of the U.S. 

Housing Act of 1937 (relating to the treatment of income changes resulting from 
welfare program requirements) by: (select all that apply) 
 Adopting appropriate changes to the PHA’s public housing rent determination 

policies and train staff to carry out those policies 
 Informing residents of new policy on admission and reexamination  
 Actively notifying residents of new policy at times in addition to admission and 

reexamination. 
 Establishing or pursuing a cooperative agreement with all appropriate TANF 

agencies regarding the exchange of information and coordination of services 
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 Establishing a protocol for exchange of information with all appropriate TANF 
agencies 

 Other: (list below) 
 
 

D.  Reserved for Community Service Requirement pursuant to section 12(c) of the 
U.S. Housing Act of 1937 

 
 

 

13.  PHA Safety and Crime Prevention Measures  
[24 CFR Part 903.7 9 (m)] 
Exemptions from Component 13:  High performing and small PHAs not participating in PHDEP and 
Section 8 Only PHAs may skip to component 15.  High Performing and small PHAs that are participating in 
PHDEP and are submitting a PHDEP Plan with this PHA Plan may skip to sub-component D.  
 

A.  Need for measures to ensure the safety of public housing residents   
 

1.  Describe the need for measures to ensure the safety of public housing residents (select 
all that apply) 
 High incidence of violent and/or drug-related crime in some or all of the PHA's 

developments 
 High incidence of violent and/or drug-related crime in the areas surrounding or 

adjacent to the PHA's developments 
 Residents fearful for their safety and/or the safety of their children 
 Observed lower-level crime, vandalism and/or graffiti 
 People on waiting list unwilling to move into one or more developments due to 

perceived and/or actual levels of violent and/or drug-related crime 
 Other (describe below) 

 
2.  What information or data did the PHA used to determine the need for PHA actions to 

improve safety of residents (select all that apply). 
 

 Safety and security survey of residents 
 Analysis of crime statistics over time for crimes committed “in and around” 

public housing authority 
 Analysis of cost trends over time for repair of vandalism and removal of graffiti 
 Resident reports 
 PHA employee reports 
 Police reports 
 Demonstrable, quantifiable success with previous or ongoing anticrime/anti drug 

programs 
 Other (describe below) 

 

3.  Which developments are most affected? (list below)  
 All  
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B.  Crime and Drug Prevention activities the PHA has undertaken or plans to 
undertake in the next PHA fiscal year 

 

1.  List the crime prevention activities the PHA has undertaken or plans to undertake: 
(select all that apply) 

 Contracting with outside and/or resident organizations for the provision of crime- 
and/or drug-prevention activities 

 Crime Prevention Through Environmental Design 
 Activities targeted to at-risk youth, adults, or seniors 
 Volunteer Resident Patrol/Block Watchers Program 
 Other (describe below) 

 
1.  Which developments are most affected? (list below) 

All 
 

C.  Coordination between PHA and the police   
 

1.  Describe the coordination between the PHA and the appropriate police precincts for 
carrying out crime prevention measures and activities: (select all that apply) 

 
 Police involvement in development, implementation, and/or ongoing evaluation 

of drug-elimination plan 
 Police provide crime data to housing authority staff for analysis and action 
 Police have established a physical presence on housing authority property (e.g., 

community policing office, officer in residence) 
 Police regularly testify in and otherwise support eviction cases 
 Police regularly meet with the PHA management and residents 
 Agreement between PHA and local law enforcement agency for provision of 

above-baseline law enforcement services 
 Other activities (list below) 

 MOA requires an agreement identifying baseline services. 
 
 
2.  Which developments are most affected? (list below) 

 All developments, high-rises and scattered sites are affected. 
 

 
D.  Additional information as required by PHDEP/PHDEP Plan   
PHAs eligible for FY 2000 PHDEP funds must provide a PHDEP Plan meeting specified requirements 
prior to receipt of PHDEP funds. 

 
  Yes   No: Is the PHA eligible to participate in the PHDEP in the fiscal year 

covered by this PHA Plan? 
  Yes   No: Has the PHA included the PHDEP Plan for FY 2000 in this PHA Plan? 
  Yes   No: This PHDEP Plan is an Attachment. (Attachment Filename:  ___) 
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14.  RESERVED FOR PET POLICY 
[24 CFR Part 903.7 9 (n)] 

See Attachment G – Information on Pet Policy 
 

 

15.  Civil Rights Certifications 
[24 CFR Part 903.7 9 (o)] 
 

Civil rights certifications are included in the PHA Plan Certifications of Compliance with 
the PHA Plans and Related Regulations. 
 

16.  Fiscal Audit 
[24 CFR Part 903.7 9 (p)] 
 

1.   Yes   No: Is the PHA required to have an audit conducted under section 
    5(h)(2) of the U.S. Housing Act of 1937 (42 U S.C. 1437c(h))? 
    (If no, skip to component 17.) 
2.   Yes   No: Was the most recent fiscal audit submitted to HUD? 
3.   Yes   No: Were there any findings as the result of that audit?  
4.   Yes   No: If there were any findings, do any remain unresolved? 

If yes, how many unresolved findings remain?   
5.   Yes   No: Have responses to any unresolved findings been submitted to HUD? 

If not, when are they due (state below)? 
 

17.  PHA Asset Management 
[24 CFR Part 903.7 9 (q)] 
 
Exemptions from component 17:  Section 8 Only PHAs are not required to complete this component.  High 
performing and small PHAs are not required to complete this component. 

 
1.   Yes   No: Is the PHA engaging in any activities that will contribute to the long-

term asset management of its public housing stock , including how 
the Agency will plan for long-term operating, capital investment, 
rehabilitation, modernization, disposition, and other needs that have 
not been addressed elsewhere in this PHA Plan? 

 
2.  What types of asset management activities will the PHA undertake? (select all that 

apply) 
 Not applicable 
 Private management 
 Development-based accounting 
 Comprehensive stock assessment 
 Other: (list below) 

 
3.   Yes   No: Has the PHA included descriptions of asset management activities in 

the optional Public Housing Asset Management Table? 
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18.  Other Information 
[24 CFR Part 903.7 9 (r)] 
 
A.  Resident Advisory Board Recommendations  
 

1.   Yes   No: Did the PHA receive any comments on the PHA Plan from the 
Resident Advisory Board/s? 

 
2.  If yes, the comments are: (if comments were received, the PHA MUST select one) 

 Attached at Attachment K Resident/Public Comments 
 Provided below:  

 
3.  In what manner did the PHA address those comments? (select all that apply) 

 Considered comments, but determined that no changes to the PHA Plan were 
necessary. 

 The PHA changed portions of the PHA Plan in response to comments 
 List changes below:   

 Other: (list below) 
 

 
B.  Description of Election process for Residents on the PHA Board  
 
1.   Yes   No:    Does the PHA meet the exemption criteria provided section 

2(b)(2) of the U.S. Housing Act of 1937? (If no, continue to 
question 2; if yes, skip to sub-component C.) 

 
2.   Yes   No:   Was the resident who serves on the PHA Board elected by the 

residents? (If yes, continue to question 3; if no, skip to sub-
component C.) 

 
3.  Description of Resident Election Process 
 
a. Nomination of candidates for place on the ballot: (select all that apply) 

 Candidates were nominated by resident and assisted family organizations 
 Candidates could be nominated by any adult recipient of PHA assistance 
 Self-nomination:  Candidates registered with the PHA and requested a place on 

ballot 
 Other: (describe) 

 
b.  Eligible candidates: (select one) 

 Any recipient of PHA assistance 
 Any head of household receiving PHA assistance 
 Any adult recipient of PHA assistance  
 Any adult member of a resident or assisted family organization 
 Other (list) 
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c.  Eligible voters: (select all that apply) 
 All adult recipients of PHA assistance (public housing and section 8 tenant-based 

assistance) 
 Representatives of all PHA resident and assisted family organizations 
 Other (list) 

 
C.  Statement of Consistency with the Consolidated Plan 
For each applicable Consolidated Plan, make the following statement (copy questions as many times as 
necessary). 
 
1.  Consolidated Plan jurisdiction: (Gary, Indiana) 
 
2.  The PHA has taken the following steps to ensure consistency of this PHA Plan with 

the Consolidated Plan for the jurisdiction: (select all that apply) 
 

 The PHA has based its statement of needs of families in the jurisdiction on the 
needs expressed in the Consolidated Plan/s. 

 The PHA has participated in any consultation process organized and offered by 
the Consolidated Plan agency in the development of the Consolidated Plan. 

 The PHA has consulted with the Consolidated Plan agency during the 
development of this PHA Plan. 

 Activities to be undertaken by the PHA in the coming year are consistent with the 
initiatives contained in the Consolidated Plan. (list below) 

 
 Other: (list below) 

 
3.  The Consolidated Plan of the jurisdiction supports the PHA Plan with the following 

actions and commitments: (describe below) 
 
 
D.  Other Information Required by HUD 
 
Use this section to provide any additional information requested by HUD.   

 
Conditions that constitute Substantial Deviation from the Five Year Plan and the 
Annual Plan 
 
The Gary Housing Authority defines substantial deviation as follows: 
 

� A change in overall GHA policy that negatively impacts rent paid by 
residents, or allowances received, that is not prompted by HUD regulatory or 
legislative decree; 

 
� A change in the annual plan goals or objectives that impacts more than 40% 

of the Capital Fund, or cumulative Financial Resources identified in the 
Financial Resources Section of this Plan. 
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� Changes are made to our rent or admission policies or our waiting list 

 
� There are changes in our demolition or disposition designation, or changes in 

our homeownership program or conversion activities 
 
Should a significant deviation occur as defined above, then the Gary Housing 
Authority will follow the established HUD guidelines for public review and 
participation in determining the changes to the plan.  This will include appropriate 
public notice and a public hearing to review these substantial changes and 
incorporate community feedback into the plan revision submitted to HUD.  
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Attachments 
 
Use this section to provide any additional attachments referenced in the Plans. 
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SECTION 1 
STATEMENT OF POLICIES AND OBJECTIVES 

 
1.1  Compliance with Civil Rights Laws 
 

1.1.1. It is the policy of the Gary Housing Authority to comply with all applicable 
laws relating to Civil Rights, including:  

a) Title VI of the Civil Rights Act of 1964 (24 CFR § Part 1); 

b) Title VIII of the Civil Rights Act of 1968 (as amended by the Community 
Development Act of 1974 and the Fair Housing Amendments Act of 1988). 
(24 CFR § Part 100); 

c) Executive Order 11063, Section 504 of the Rehabilitation Act of 1973 (24 CFR 

§ Part 8); 

d) The Age Discrimination Act of 1975 (24 CFR § Part 146); 

e) Title II of the Americans with Disabilities Act; 

f) Any applicable State laws or local ordinances; and  

g) Any legislation protecting the individual rights of tenants, applicants or staff 
that may subsequently be enacted. 

1.1.2. The Gary Housing Authority shall not discriminate in the leasing, rental, or 
other disposition of housing or related facilities, including land, that is part of any 
project or projects under the Housing Authority’s jurisdiction covered by a 
contract for annual contributions under the United States Housing Act of 1937, as 
amended, or in the use or occupancy thereof (24 CFR § 100.5). 

1.1.3. The Gary Housing Authority shall not: 

a) Deny any family the opportunity to apply for housing, nor deny any qualified 
applicant the opportunity to lease housing suitable to its needs; 

b) Provide housing which is different from that provided others; 

c) Subject a person to segregation or disparate treatment; 

d) Restrict a person's access to any benefit enjoyed by others in connection with 
the housing program; 

e) Treat a person differently in determining eligibility or other requirements for 
admission; 

f) Deny a person access to the same level of services. 
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1.2  Deconcentration of Poverty 

It is the policy of the Gary Housing Authority to provide for deconcentration of poverty and 
income mixing by bringing higher income tenants into lower income developments and 
lower income tenants into higher income developments.  
 
Established Income Range 
GHA shall conduct an annual analysis of the incomes of the families residing in “covered 
developments,” as defined below, to determine the established income range (EIR).  The EIR 
will determine which developments require income mixing for the twelve-month period 
following the analysis.  The income analysis shall be conducted as follows: 

Step 1 - GHA shall determine the average household income for all covered developments by 
taking the aggregate total of all household income and dividing by the total occupied 
households. 

Step 2 - GHA shall then determine the average income of each covered development by 
taking the total of all household income in that development and dividing by the total 
occupied units in that development. 

Step 3 – The established income range (EIR) shall be calculated as 85% to 115% of the 
aggregate average household income for all covered developments.  

Step 4 – The average household income for each covered development shall then be 
compared to the EIR to determine if the development is low income or high income. 

A low income development shall be defined as those developments whose average household 
income is below the lowest point of the EIR (85%).  A high income development shall be 
defined as those developments whose average household income is above the highest point 
of the EIR (115%). 

The income profile of each development outside the EIR range shall be explained and 
justified in GHA’s Annual Agency Plan.  Those developments where the income profile 
cannot be justified shall be targeted for deconcentration and income mixing using the 
following strategies: 

Revitalization Strategies - Certain public housing developments will be redeveloped 
as “mixed income” properties as defined further under Section 5, C (4) (d).  These 
new “mixed income” properties will utilize a “floating unit” concept that will 
designate income eligible households based on an approved unit mix.  Under this new 
approach, a maximum number of households at varying income levels are designated 
for the development.  However, specific units are not identified by housing type or 
income level.  A detailed mixed-finance proposal will be developed for each 
applicable GHA property.  Upon approval by the Department of Housing and Urban 
Development of each mixed-finance proposal, the corresponding unit types and 
household income mix will be identified and incorporated under this Deconcentration 
Policy. 

 
Improvement Strategies – Additional investment and improvements will be targeted 
to those developments with average income below the established income range.  
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Tier II Preferences – To further deconcentration efforts, Tier II preferences as 
described under Section 4(B) have been implemented. The intent of the Tier II 
preferences is to attract higher income households to the developments, thus reducing 
the level of concentration of very low income households. 

            
Exempt and Covered Developments 
 
Public Housing developments shall be exempt from the deconcentration and income-
mixing provisions outlined above based on the following: 
  

•  The development has fewer than 100 public housing units. 
  

• The development has been designated and approved by HUD as a 
development that houses only elderly persons, or persons with disabilities, or 
both. 

  

• All units in the development have been approved for demolition or conversion 
to tenant-based assistance. 

  

• The development includes public housing units operated in accordance with a 
HUD approved mixed-finance plan using HOPE VI or public housing funds 
awarded before January 22, 2001. 

  
      “Covered Developments” are all developments that do not meet any of the 

deconcentration exemption criteria, as provided by HUD, and as listed above. 
  
 

 1.3   Addressing Barriers to Equal Housing Opportunities 

1.3.1 In accordance with Section 504 of the Rehabilitation Act of 1973 and the Fair 
Housing Act of 1988 as amended, the Gary Housing Authority will make 
reasonable accommodations to permit people with disabilities to take full 
advantage of the housing program. 

1.3.2 Reasonable accommodations shall include relocation of persons with 
disabilities to appropriate accessible units if available.  If an appropriate unit 
is not available, persons with disabilities may request that GHA make 
reasonable accommodations in accordance with all provisions of the law. 

1.3.3 In making reasonable accommodations to existing housing programs (24 CFR § 

8.24) for otherwise qualified persons with disabilities, the Gary Housing 
Authority is not required to: 

a) Make each of its existing facilities accessible [24 CFR § 8.24 (a) (1)]; or 

make structural alterations when other methods can be demonstrated to 

achieve the same or similar effect [24 CFR § 8.24 (b)]; 
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b) Make structural alterations that require the removal or altering of a load-

bearing structural member [24 CFR § 8.32 (c)];  

c) Provide an elevator in any multifamily housing project solely for the purpose 

of locating accessible units above or below the grade level [24 CFR § 8.26];  

d) Take any action that would result in a fundamental alteration in the nature of 

the program [24 CFR § 8.24 (a) (2)]; and 

e) Take any action that would result in an undue financial and administrative 

burden on the Authority [24 CFR § 8.24 (a) (2)].  

 
1.4  Office, Facility, and Program Accessibility 

 
GHA will make every effort to assure that its offices, facilities and programs are 
accessible to persons with a full range of disabilities.  If offices, facilities and 
programs are not accessible, alternate arrangements will be made, subject to the 
undue financial and administrative burden test. 
 
Documents and presentations intended for use by applicants and residents will be 
made available in formats accessible for those with vision or hearing impairments. 
For applicants or residents who have limited reading skills, staff will read and explain 
documents that are normally handed out to be read or completed (24 CFR § 8.6). 
 
At the point of initial contact, the Gary Housing Authority staff will ask all applicants 
whether they require some form of communication other than plain language 
paperwork. Alternative forms of communication might include: sign language 
interpretation, having materials explained orally by staff, either in person or by 
phone, enlarged printed materials, information on tape, and having someone (friend, 
relative or advocate) accompany the applicant to receive, interpret and explain 
housing materials.  Should an alternate form of communication be required, applicant 
must provide GHA prior notification (24 CFR § 8.6). 
 
Staff will be trained to provide examples, verbally and in written format, of 
complicated concepts such as eligibility, rent computation, applicant screening, 
reasonable accommodations, and lease compliance to enable applicants with learning 
or cognitive disabilities to understand as much as possible.  (24 CFR § 8.6). 
 

At a minimum the Gary Housing Authority will prepare the following 
information in clearly written and accessible formats: 

a) Marketing and informational materials; 

b) Information about the application process; 

c) The application form; 

d) All form letters and notices to applicants and residents; 

e) General statement about reasonable accommodation; 
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f) Orientation materials for new residents; 

g) The lease and house rules; 

h) Guidance or instructions about care of the housing unit; 

i) Information about opening, updating or closing the waiting list, and 

j) All information related to applicant’s rights.  

 

1.5  Marketing and Informational Materials  
 

1.5.1 The Gary Housing Authority will conduct outreach activities as needed to 
maintain an adequate application pool representative of the eligible population in 
the area.  Outreach efforts are determined by the level of vacancy at GHA sites, 
availability of units through turnover, and waiting list characteristics. The Gary 
Housing Authority will periodically assess these factors in order to determine the 
need for and scope of any marketing efforts. 

1.5.2 Marketing and informational materials will be subject to the following: 

a) All marketing materials must comply with Fair Housing Act requirements 
with respect to wording, logo, size of type, and other requirements. (24 CFR § 

110); 

b) Marketing will describe the housing units, application process, waiting list and 
preference structure accurately; 

c) Marketing materials will make clear who is eligible: low income individuals, 
families who may be elderly and or disabled, and families eligible because of 
mixed income requirements; 

d) Marketing material will be written in simple, clear language; 

e) Marketing materials will clearly describe the Gary Housing Authority’ 
responsibility to provide reasonable accommodations to people with 
disabilities; and 

f) An effort will be made to target all agencies that serve and advocate for 
potentially qualified applicants (e.g. the disabled, to ensure that 
accessible/adaptable units are used by people who can best take advantage of 
their features). 
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SECTION 2 
ELIGIBILITY FOR ADMISSION 

 
2.1  Eligibility Requirements 

1. The Gary Housing Authority will admit only eligible applicants.   

2.  An applicant is eligible by meeting all of the following criteria: 

a) Is a family or a single person, as defined in this policy (24 CFR § 5.403);   

b) Heads a household in which at least one member is either a citizen or an 
eligible immigrant (24 CFR § 200, and  §5.500 through 5.528);  

c) Has an Annual Income at the time of admission that does not exceed the 
income limits for admission as established annually by the U. S. Department 
of Housing and Urban Development [(24 CFR  § 5.405(a)].   

d) Provides a Social Security number for each family member age 6 years or 
older, or certifies that a household member does not have a Social Security 
number.  However a Social Security number must be provided at the next 
regular scheduled reexamination (24 CFR § Part 5); 

e) Meets the provisions as defined under the screening criteria in this policy.  

 

2.2  Ineligibility for Admission 
Persons are not eligible for housing assistance and will not be placed on the waiting list 
if the applicant or members of the applicant household have a documented history of 
any of the following circumstances:  

2.2.1 Has any outstanding balance owed to GHA under the public housing or 
Section 8 program for previous participation in these programs; 

2.2.2 Is subject to a lifetime registration requirement under the Indiana sex 
offender registration program;  

2.2.3 Meets any of the following criteria as established under the One Strike and 

You’re Out Policy; unless applicant presents evidence of rehabilitation as 
outlined in paragraph C below. 

a) Any member of an applicant household has been evicted from public housing 
or a Section 8 assisted unit because of criminal or drug-related criminal 
activity within three years of the application date. Drug-related criminal 
activity is defined as “the illegal manufacture, sale, distribution, use, or 
possession with intent to manufacture, sell, distribute, or use, of a controlled 
substance” (42 USC 1437d). 

b) The Authority determines that there is reasonable cause to believe that such 
member’s illegal use (or pattern of illegal use) of a controlled substance, or 
abuse (or pattern of abuse) of alcohol may interfere with the health, safety, or 
right to peaceful enjoyment of GHA property by residents and employees. 



 -11- 

c) Individuals convicted of manufacturing or producing methamphetamine 
(speed).  See Section 428 of the FY 1999 HUD Appropriations Act that 
amends section 16 of the USHA to add a new subsection (f). 

 

2.3  Consideration of Rehabilitation  
  

 When making determinations concerning applicant eligibility, GHA may consider 
whether the applicant household member in question can demonstrate that: 

1. They have successfully completed a supervised drug or alcohol rehabilitation 
program and are no longer engaging in illegal use of a controlled substance or 
abuse of alcohol; or  

2. They have been otherwise rehabilitated successfully and are no longer engaging 
in illegal use of a controlled substance or abuse of alcohol; or  

3. They are participating in a supervised drug or alcohol rehabilitation program and 
are no longer engaging in illegal use of a controlled substance or abuse of alcohol; 
or 

4. For persons who previously have been evicted from public housing for drug-
related criminal activity, that the circumstances leading to the eviction no longer 
exist (42 USC 1437d).     
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SECTION 3 
PROCESSING OF APPLICATIONS 

 
GHA accepts and processes all applications in accordance with applicable HUD 
Regulations. 
  

3.1  Application Process  

Applications will be available and can be completed at all developments.  Additionally, 
applications may be picked up at the Gary Housing Authority central office. 
 

A two step application process will be utilized as follows: 

1. Preliminary application:  A preliminary application form will be completed by 
each household applying for housing.  The information provided on the pre-
application form will be utilized for placement of the applicant on the waiting list.  
No information will be verified at this time.  A preliminary eligibility 
determination will be made and applicants will be placed on the waiting list, 
based solely on the self-certification on the pre-application form.  Incorrect or 
false information provided on the pre-application form will affect the applicant's 
ability to obtain housing at the formal application stage.  

2. Formal application: A formal application will be required at the time that the 
applicant nears the top of the waiting list for those developments that the 
applicant has selected.  “Near the top of the waiting list” shall be considered as 
120 days from which GHA estimates that an appropriate unit will become 
available.  At this time, the applicant must appear for an interview at the 
designated site to complete the formal application.  A formal eligibility 
determination will be made upon completion of the formal application process. 

 

3.2  Waiting List Management 
 

Site Based Waiting Lists - GHA will utilize site based waiting lists for each public housing 
community. Applicants must select a desired site and may only apply to an unlimited number 
of sites any given time. Different sites will have distinct tenant selection criteria based on the 
type of site as identified further in this policy. 

1. Applicants who are apparently eligible shall be placed in order on their designated 
site waiting list as follows: 

a) Applicants with preferences for the designated site to which they apply 

b) Applicants with no preferences for the designated site to which they apply 

c) Applicants with preferences for other sites 

d) Applicants with no preferences for other sites 
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2. Each group of applicants identified in (B1) shall be placed in further order by 
bedroom size and date and time of application.   

3.  GHA will update the waiting list at least once a year by removing the names of 
those families who are no longer interested, no longer qualify for housing, or 
cannot be reached by telephone and mail. 

4.  At the time of placement on the waiting list, applicants will be notified of their 
eligibility, their preference categories, if applicable and the approximate length of 
time before a unit is expected to become available. GHA will also advise families 
at this time, of their responsibility to notify GHA when their circumstances, 
mailing address or phone numbers change. 

5. Applicants who do not meet the eligibility criteria based on the self-certification 
information provided on the pre-application, will be informed in writing that they 
appear to not be eligible for placement on the waiting list. Ineligible applicants 
will be informed of the reason for the determination of ineligibility and provided 
an opportunity for an informal hearing, provided that they request such hearing 
within 14 days from the date of mailing. 

 

3.3  Opening and Closing Waiting Lists: 
 

1. GHA, at its discretion, may restrict application intake, suspend application intake, 
and close waiting lists in whole or in part.  GHA may elect to close a waiting list 
completely; close a list during certain times of the year; or restrict intake by 
preference, type of project, by bedroom size, or type of dwelling unit. 

2. Decisions about closing the waiting list will be based on the number of 
applications available for a particular size or type of unit, the number of applicants 
who qualify for a preference, and the ability of GHA to house an applicant in an 
appropriate unit within a twelve month period.  GHA will publicly announce any 
decision to close a waiting list, restrict intake, or re-open a waiting list. 

3. During the period when the waiting list is closed, GHA will not maintain a list of 
individuals who wish to be notified when the waiting list is reopened. 

4. GHA will post notices at each site office advising the public of the status of the 
waiting list for that site. Thirty days prior to re-opening a designated waiting list 
that was previously closed, GHA will publish a notice in a newspaper of general 
circulation advising the public of the opening of the waiting list for that site and 
the process for accepting applications. 
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SECTION 4 
PREFERENCE SYSTEM 

 

4.1  Local Preferences for New Admissions for All Communities 

All applicants shall be provided the opportunity to claim a local preference at the time of 
initial application or at any time while on the waiting list. Preferences shall be applied based 
on a “lumping” method, meaning that all preferences have equal weight.  Applicants will 
receive the same priority for placement on the waiting list regardless of which or how many 
preferences are claimed. 

Local preferences are defined as follows: 

1. Live/Work in GHA’s Jursidiction – A person who lives and/or work in the City of 
Gary, Indiana.  All applicants claiming this preference will be given priority over 
those not claiming the preference. 

2. Employment - applicants whose head or co-head has been employed for a 
minimum of 90 days at the time of application in a permanent position of not less 
than 20 hours per week or applicants whose head or co-head is unable to work 
because of age or disability as defined under [24 CFR 982.207 (b)(2)].  Applicants 
who do not meet this requirement at the time of initial application but later qualify 
may claim this preference at any time upon completion of 90 days of employment 
while on the waiting list. 

3.  Job Training - applicants whose head or co-head are enrolled in a formal 
recognized job training program (as defined by federal regulations under the income 
exclusion provisions).  Applicants who do not meet this requirement at the time of 
initial application but later qualify may claim this preference at any time when 
enrolling in a formal recognized job training program while on the waiting list. 

4. Veterans and Veterans’ Family – applicants who have served in the armed forces 
or families of those who have served in the armed forces. 

4.2  Near Elderly Preference for All Communities 
 
If the waiting list contains no eligible elderly applicants, or none of the elderly applicants is 
interested in moving into available units, and GHA has conducted outreach to attract elderly 
families, “near elderly” families will be admitted to those developments designated as elderly 
only developments prior to “other singles”.  “Near elderly” applicants are defined as those 
applicant whose head, co-head or sole member is at least 55 year old but under 62 years of 
age. 

4.3  Change in Preference Status While on the Waiting List 
Applicants are responsible for contacting GHA when the family experiences a change in 
the circumstances that qualifies applicants for a housing preference.  Upon such 
notification, GHA will review the family’s preference status and adjust their position on 
the waiting list accordingly.  GHA will inform applicants in writing of how the change 
in status has affected the family’s place on the waiting list. 
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SECTION 5 
UNIT TYPE AND SIZE STANDARDS 

 

5.1   Bedroom Size and Unit Assignment 
In selecting an applicant for a particular unit, GHA will match the characteristics of the 
applicant family with the type of unit available.  Applicant households will be matched to 
units according to family size and general occupancy standards with discretion permitted to 
accommodate family circumstances and family choice.  GHA’s unit size standards have been 
designed to assist as many families as possible without overcrowding the units and to make 
every effort to minimize vacancies. 
 

1. GHA has established guidelines for determining the bedroom size assigned to 
applicant households based on the following criteria: 

a) Generally, two persons shall be assigned to each bedroom, 

b) Head and Co-Head shall share a bedroom; 

c) Children of the same sex shall share a bedroom regardless of age; 

d) Children of opposite sex, with the exception of infants and toddlers under 
age 5, shall not share a bedroom. 

e) Children, with the exception of unborn children and infants under two years 
of age, shall not share a bedroom with parents; 

f) Live-in aides (as defined by federal regulations) shall not share a bedroom 
except with their family members, if applicable. 

 
2.   The following table shall serve as the guide in assigning applicants to the 

waiting list and determining unit size for changes in family composition for 
existing residents. 
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   MINIMUM-NUMBER-OF-PERSONS-PER UNIT ASSIGNMENT STANDARD 

NUMBER OF BEDROOMS MAX PERSONS/UNIT MIN PERSONS/UNIT 

0BR 1 1 

1BR 2 1 

2BR 4 2 

3BR 6 3 

4BR 8 6 

5BR 10 8 

 

3. The following criteria will apply to allow for modifications of the unit 
assignment standards: 

a) The following standards will not be modified, unless it is a case of reasonable 
accommodations for a person with disabilities.  

1) Two children of the same sex, regardless of age, will be required to 
occupy the same bedroom. 

2) An unborn child will be counted as a person in determining unit size.  A 
single pregnant woman shall be assigned to a one bedroom unit, based on 
the general criteria of infants sharing with a parent.  

3) Children who are temporarily away from the home because of placement 
in foster care, kinship care or away at school will be considered in 
bedroom size. 

4) A single person who is not an elderly, disabled, or displaced person, or 
the remaining member of a resident’s family, will not be provided a 
housing unit with two or more bedrooms [24 CFR 5.405(c)].  

5) An elderly or disabled person may receive a unit with two or more 
bedrooms when assisted by a live-in aide or for purposes of reasonable 
accommodation.  

6) A displaced single person (as defined in 24 CFR 5.403) will not be provided 
a housing unit with two or more bedrooms. 

7) A remaining family member may occupy a unit with two or more 
bedrooms if the unit in which they reside is larger than a one bedroom 
unit.  However, upon re-certification, the remaining family member is 
subject to the unit size standards and will be housed according to the 
appropriate bedroom size.  

b) The following modifications may be allowed at the request of the family. A 
family may ask for any of the modification listed below for purposes of more 
appropriately matching a unit to their circumstances (especially when doing 
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so will expedite housing). Any requests by the family must be in writing and 
will be documented in their applicant/housing file. GHA staff will assist with 
the written request as needed. 

1) Persons of different generations (parent, child, grandparent) or opposite 
sex (other than husband and wife) may occupy the same bedroom.  

2) Two children of the opposite sex, regardless of age, may share a bedroom  

3) A single head of household parent may choose to share a bedroom with 
his/her children. 

 
3. Under these unit standards, applicant households may be eligible for more than 

one bedroom size.  In such instances, the family may wait for both bedroom 
sizes.  For example:  A mother with an infant chooses a one bedroom unit over a 
two bedroom unit to be housed quicker. At any time while on the waiting list, an 
applicant may remove their request to modify occupancy standards to be housed 
in a smaller unit. This action will not be considered a refusal of housing. 

4. GHA will make every available effort to comply with City Code and Ordinances 
when ever possible.  

 

5.2 Accessible Units 

  When an accessible unit becomes vacant, GHA shall offer such unit: 

1. First to a current resident of the same development, or other GHA developments,    
having disabilities that require the accessible features of the vacant unit and who 
are currently occupying a unit without such features, or if no such occupant 
exists, then; 

2. Second, to an eligible qualified applicant on the waiting list having a disability 
requiring the accessibility features of the vacant unit; or if no such applicant 
exists, then; 

3. Third, to an applicant not having disabilities that require the accessible features 
of the unit.  However, when offering an accessible unit to such applicant, the 
applicant must agree to move to a non-accessible unit if GHA identifies a family 
in need of the accessible unit (24 CFR § 8.27).  

      

5.3  Designated Units  

1. Designated units will be first offered to applicants whose household 
characteristics “match” those of the vacant unit available. 

2. By matching unit and family characteristics, families lower on the waiting list 
may receive an offer of housing ahead of families higher on the list with an 
earlier application date.   
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3. If there are no “matching” families on the waiting list, the unit will be offered to 
the family at the top of the waiting list for the appropriate bedroom size unless 
admission is restricted to only the designated population. 

4. Listed below are four types of designated units.  When such matching is required 
or permitted by law, GHA will give preference to the families described below. 

a) Units designated for elderly families (implementing regulations at 24 CFR § 

945.201, 945.105, 945.203, and 945.303) only elderly families will be admitted 
to such units or buildings covered by an approved Allocation Plan.  

b)  Units designated for disabled families (implementing regulations at 24 CFR § 

945.105, 945.201, 945.203, 945.205, and 945.303) disabled families will receive a 
preference for admission to units that are covered by an approved 
Allocation Plan.  

c)  Mixed Income units – units designated for households with certain 
income requirements under other federal regulations such as the Low 
Income Housing Tax Credit units, Bond Financed units, HOME units. 
Only families meeting the income requirements for these units will be 
admitted. 
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SECTION 6 

EVALUATING FINAL ELIGIBILITY 

 
6.1  Applicant Interviews and Verification Documents 

 
1. GHA will schedule applicant interviews as families approach the top of the 

waiting list.  In this interview, the following items will be verified to 
determine qualification for admission into public housing: 

a) Family composition and type (Elderly/Disabled/Non-elderly) 

b) Annual Income 

c) Assets and Asset Income 

d) Allowance Information 

e) Preferences  

f) Social Security Numbers of all Family Members 

g) Information Used in Applicant Screening 

h) Citizenship or eligible immigration status 

2.  GHA will verify applicant claims by: a written third party verification; 
phone verifications with the results recorded in the applicants file with staff 
signature; or, if no other form of verification is available, applicant 
certification. Applicants must sign releases, verification consent forms, and 
otherwise cooperate fully in obtaining or providing the necessary 
verifications. 

      If written third party verification cannot be obtained, the file shall be 
documented     stating the reason why a third party verification was not 
obtained. (24 CFR § 960.259) 

 
3.  Verification of citizenship or eligible immigration status shall be carried out 

pursuant to (24 CFR § 5.512) using the Immigration and Naturalization Service’s 
(INS) SAVE system and, if needed, a manual search of INS records.  Assistance 
to a family may not be delayed or denied on the basis of ineligible immigration 
status of a family member if the INS appeals process has not been concluded [24 

CFR §5.514(b)]. 

4.  Applicants reporting zero income must complete a “survival” form.  In 
addition, applicants will be asked about the status of any application or 
benefits through temporary assistance programs (“zero income” applicants 
who are admitted must submit “survival” forms on a monthly basis.) 
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6.2 Applicant Screening Criteria    

1. GHA will determine the acceptability of applicants based on the following 
screening criteria established in accordance with HUD's regulations (24 CFR 

Part 960). GHA will preclude admission of applicants whose habits and 
practices may be expected to have a detrimental effect on other residents or 
the development’s environment. Applicants must demonstrate the ability to 
comply with essential provisions of the lease as summarized below.  
Applicants will be denied admission if unable to demonstrate ability to meet 
these requirements. 

2. All applicants must demonstrate through an assessment of current and past 
behavior the ability:  

a) To pay rent and other charges as required by GHA in a timely manner; 

b) To care for and avoid damaging the unit and common areas; 

c) To use facilities and equipment in a reasonable way; 

d) To create no health, or safety hazards, and to report maintenance needs;  

e) Not to interfere with the rights and peaceful enjoyment of others, and to 
avoid damaging the property of others; 

f) Not to engage in any activity that threatens the health, safety or right to 
peaceful enjoyment of other residents or staff;  

g) To comply with necessary and reasonable rules and program 
requirements of HUD and GHA; 

h) To successfully complete a self-sufficiency program in accordance with 
the Individual Service and Training Plan under the HOPE VI 
Community and Supportive Service program, if applicable; 

i) To comply with health and safety codes; and, 

j) To be gainfully employed, in job training and/or in search of 
employment provided that the applicant is not elderly of disabled. 

3. Applicants will be denied admission if there is a documented record of any of 
the following during the three year period preceding application: 

a) Criminal activity involving crimes of physical violence to persons or 
property; 

b) Criminal acts which would adversely affect the health, safety or welfare 
of other tenants including any and all drug related activity; 

c) Previous termination from the Section 8 Housing Assistance program for 
violation of family obligations under the certificate or voucher; 

d) Previous eviction from Public Housing for violation of the lease 
agreement; 

e) Documented history of any criteria established previously in this policy. 
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4. Applicants will be denied admission if GHA discovers that the applicant has 
intentionally misrepresented or failed to report any facts which are necessary 
to determine eligibility and/or suitability for admission to public housing. 

 

6.3 Authorization 
1. The applicant’s signature on the HUD “release of information and privacy 

act form” authorizes GHA to make necessary inquiries into the applicant’s 
behavior or background as it relates to lease compliance.  This includes 
obtaining arrest information in order to determine the likelihood of lease 
compliance. 

2. Information requested for applicant screening shall be reasonably related to 
assessing the conduct of the applicant and other family members listed on 
the application. Any costs incurred to complete the application process and 
screening must be paid by GHA.                                                                                                                                                             

3. Screening factors used in the application  process include, but are not 
limited to criminal  background checks (including arrest history) credit 
check, payment history for utility charges, prior landlord history, and a 
home visit.  Failure to meet the requirements of these “checks” will result in 
applicant rejection. 

 

   6.4 Notification 
1.  Applicants determined eligible and suitable for admission will be notified by 

mail.  This notice will include the approximate date of occupancy.  

2.  Applicants determined unqualified for admission will be promptly notified. 
These applicants will receive a Notice of Rejection from GHA, stating the 
basis for such determination. GHA shall provide such applicants with an 
opportunity for informal review of the determination and to present 
mitigating circumstances.  The informal review for applicants should not be 
confused with the resident grievance process. Applicants are not entitled to 
use of the resident grievance process [24 CFR § 960.207(a)]. 

3.  In addition to mitigating circumstances, applicants who are known to have a 
disability and have been determined eligible but who fail to meet the 
screening criteria, will be offered the opportunity to have their cases 
examined to determine whether reasonable accommodations will make it 
possible for them to be housed in accordance with the Screening Procedures. 

4.  Residents relocated under the HOPE VI Program who are not qualified for 
re-occupancy in a new HOPE VI community may invoke the Public Housing 
Grievance process. 
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SECTION 7 
VERIFICATION PROCEDURES 

General  [24 CFR Part 5, Subparts B, D, E and F; 982.158; 24CFR Part 5.617] 
All factors affecting eligibility for the Public Housing Program and calculation of total tenant 
payment, tenant rent and housing assistance will be verified by GHA.  PHA staff will obtain 
written verification from independent sources whenever possible and will document tenant 
files whenever third party verifications are not possible as to why third party verification was 
impossible to obtain. 
 
Applicants and program participants must provide true and complete information upon 
request by GHA. Verification requirements are designed to maintain program integrity. This 
section explains the procedures and standards for verification of income, assets, allowable 
deductions, family status, and changes in family composition. GHA will obtain proper 
authorization from the family before requesting information from independent sources.  
 

7.1   Methods of Verification And Time Allowed [24 CFR 982.516] 
 
All required information will be verified using four methods of verification, Third-Party 
Written, Third-Party Oral, Up Front Income Verification (UIV), and Review of Documents.  
Third Party Verification of Income and allowances must be obtained, or the file must be 
documented why third party verification was not available. GHA staff will explain the types 
of information that the GHA will verify during interviews, and the methods of verification 
the GHA will use, including upfront income verification (UIV) and computer matching. 
 
Up Front Income Verification - This method requires the verification of income, before or 
during a family reexamination, through an independent source that systematically and 
uniformly maintains income information in computerized form for a large number of 
individuals. The types of income that may be verified using upfront income verification 
(UIV) are: 
 

(1) Gross Wages and Salaries (including overtime pay, commission, fees, tips, 
bonuses, and other compensation for personal services.) 

(2) Unemployment Compensation 
(3) Welfare Benefits 
(4) Social Security Benefits (including Federal and State benefits, Black Lung 

benefits, dual benefits.) 
(a) Social Security (SS) 
(b) Supplemental Security Income (SSI) 

 
Other income types (i.e., child support, pensions, etc.)  should be verified using upfront 
income verification techniques if the resources are available. 
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Available Upfront Income Verification Techniques that will be used by GHA are: 

(1) Computer matching agreements with a federal, state, or local government agency, 
or a private agency; 

(2) Use of HUD’s Tenant Assessment Subsystem (TASS); or 
(3) Submit direct requests for income verifications to a federal, state, or local   

government agencies or a private agency. 
 

� Third-Party Written – This method requires a written document to be sent to the 
source of the verification and a written response to be received via facsimile or mail 
service.  Hand carried third party verifications are not acceptable.  Verifications 
received electronically directly from the source are also considered third party written 
verifications. 

 
� Third-Party Oral – This method requires an authorization form signed by the 

applicant or participant to be sent to the source of the verification and a GHA staff 
member verifies by telephone the required information and records such information 
on the required verification forms. 

 
� Review of Documents – This method is used for documents that are hand-carried by 

the applicant or participant and copied at the GHA office or reviewed by staff with 
the information recorded and certified by staff on the requisite forms. 

 
Self-certification or self-declaration forms from the applicants or participants are not 
acceptable methods of verification. 
 
GHA will allow two (2) weeks for return of third-party verifications and two (2) weeks to 
obtain other types of verifications before going to the next method identified above.  The file 
must be documented as to why third party written verification was not used. 
 
Verifications may not be more than 120 days old at the time of issuance of a voucher to a 
program applicant or a program participant.  Therefore, a re-certification must be completed 
prior to issuance of a voucher for any program move in which the last re-certification was 
completed more than a 120 days prior to issuance of the voucher. 
 

Release of Information [24 CFR 5.230]  
 
All adult family members will be required to sign the HUD 9886 Release of 
Information/Privacy Act form. In addition, family members will be required to sign specific 
authorization forms when information is needed that is not covered by the HUD form 9886.  
Family refusal to cooperate with the HUD prescribed verification system will result in denial 
of admission or termination of assistance based on violation of the family obligation to 
supply any information and to sign consent forms. 
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Computer Matching  
 
Where allowed by HUD and/or other State or local agencies, computer matching will be 
utilized to verify required information.  When computer matching results in a discrepancy 
with other information obtained from other sources, GHA will follow up with the family and 
verification sources to resolve the discrepancy.  If the family has unreported or underreported 
income, appropriate action will be taken including termination of assistance, if warranted, in 
accordance with other sections of this plan. 
 
HUD Income Discrepancy Program 

HUD is precluded from disclosing information from the Internal Revenue Service (IRS) to 
GHA.  However, if HUD receives information from federal tax return data indicating a 
discrepancy in the income reported by the family, HUD will notify the family of the 
discrepancy.  The family is required to disclose this information to the PHA (24 CFR 5.240).  
HUD's letter to the family will also notify the family that HUD has notified the PHA in 
writing that the family has been advised to contact the PHA.  HUD will send the PHA a list 
of families who have received "income discrepancy" letters. 

When the PHA receives notification from HUD that a family has been sent an "income 
discrepancy" letter, the PHA, after 40 days following the date of notification, will contact the 
tenant by mail, asking the family to promptly furnish any letter or other notice by HUD 
concerning the amount or verification of family income. 

When the family provides the required information, the PHA will verify the accuracy of the 
income information received from the family, review the interim re-certification policy, 
identify unreported income, charge retroactive rent as appropriate, and change the amount of 
rent or terminate assistance, as appropriate, based on the information. 
 
If the participant fails to respond to GHA, GHA will ask HUD to send a second letter. After 
an additional 40 days, GHA will send a letter to the head of household, warning of the 
consequences if the family fails to contact the PHA within two weeks. 

If the tenant claims a letter from HUD was not received, GHA will ask HUD to send a 
second letter with a verified address for the tenant.  After 40 days, the PHA will contact the 
tenant family.  After an additional 40 days, the PHA will set up a meeting with the family to 
complete IRS forms 4506 and 8821.   
If the tenant family fails to meet with the PHA or will not sign the IRS forms, the PHA will 
send a warning letter to the head of household, notifying the family that termination 
proceedings will begin within one week if the tenant fails to meet with the PHA and/or sign 
forms. 

If tenant does receive a discrepancy letter from HUD, The PHA will set up a meeting with 
the family.  If the family fails to attend the meeting, the PHA will reschedule the meeting. If 
the family fails to attend the second meeting, the PHA will send a termination warning.  The 
family must bring the original HUD discrepancy letter to the PHA. 

If tenant disagrees with the tax data contained in the HUD discrepancy letter, the PHA will 
ask the tenant to provide documented proof that the tax data is incorrect.  If the tenant does 
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not provide documented proof, the PHA will obtain proof to verify the Federal tax data using 
third party verification. 

Items To Be Verified [24 CFR 982.516] 
 
The following information must be verified to determine initial program eligibility, to 
calculate total tenant payment, tenant rent and housing assistance and at each annual re-
certification of income. 
 

� All income not specifically excluded by the regulations. 
� Full-time student status including High School students who are 18 or over. 
� Current assets including assets disposed of for less than fair market value in 

preceding two years. 
� Childcare expense where it allows an adult family member to be employed or to 

further his/her education. 
� Total medical expenses of all family members in households whose head or spouse is 

elderly or disabled. 
� Disability assistance expenses to include only those costs associated with attendant 

care or auxiliary apparatus for a disabled member of the family, which allow an adult 
family member to be employed. 

� Disability for determination of allowances or deductions. 
� U.S. citizenship/eligible immigrant status 
� Social Security Numbers for all family members over 6 years of age or older who 

have been issued a social security number.  
� Familial/Marital status when needed for head or co-head definition.  
� Verification of Reduction in Benefits for Noncompliance 

o GHA will obtain written verification from the welfare agency stating that the 
family’s benefits have been reduced for fraud or noncompliance before 

denying the family’s request for rent reduction. 

7.2  Verification of Income, Assets and Allowances [24 CFR 982.516] 
Verification will be conducted using the following procedures: 

� Employment Income – Verification forms request the employer to specify the Dates 
of employment; Amount and frequency of pay; date of the last pay increase; 
likelihood of change of employment status and effective date of any known salary 
increase during the next 12 months; year to date earnings; estimated income from 
overtime, tips, bonus pay expected during next 12 months. 

 
o Acceptable methods of verification include, in this order: employment 

verification form completed by the employer; check stubs or earning 
statements, which indicate the employee’s gross pay, frequency of pay or year 
to date earnings; W-2 forms plus income tax return forms; income tax returns 
signed by the family must be used for verifying self-employment income, or 
income from tips and other gratuities.   
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o Applicants and program participants may be requested to sign an authorization 
for release of information from the Internal Revenue Service for further 
verification of income.  

o In cases where there are questions about the validity of information provided 
by the family, GHA will require the most recent federal income tax 
statements.  

� Social Security, Pensions, Supplementary Security Income (SSI), Disability 
Income – Acceptable methods of verification include, in this order: benefit 
verification form completed by agency providing the benefits; award or benefit 
notification letters prepared and signed by the providing agency; computer report 
electronically obtained or in hard copy.  

� Unemployment Compensation – Acceptable methods of verification include, in this 
order: verification form completed by the unemployment compensation agency; 
computer report electronically obtained or in hard copy, from unemployment office 
stating payment dates and amounts; payment stubs.  

� Welfare Payments or General Assistance – Acceptable methods of verification 
include, in this order: verification form completed by payment provider; written 
statement from payment provider indicating the amount of grant/payment, start date 
of payments, and anticipated changes in payment in the next 12 months; computer-
generated Notice of Action; computer-generated list of recipients from Welfare 
Department.  

� Alimony or Child Support Payments – Acceptable methods of verification include, 
in this order: copy of a separation or settlement agreement or a divorce decree stating 
amount and type of support and payment schedules; a notarized letter from the person 
paying the support; copy of latest check and/or payment stubs from Court Trustee. 
PHA must record the date, amount, and number of the check.  

o If payments are irregular, the family must provide: a copy of the separation or 
settlement agreement, or a divorce decree stating the amount and type of 
support and payment schedules; a statement from the agency responsible for 
enforcing payments to show that the family has filed for enforcement; a 
notarized affidavit from the family indicating the amount(s) received; a 
written statement from an attorney certifying that a collection or enforcement 
action has been filed. 

� Net Income from a Business – In order to verify the net income from a business, 
GHA will view IRS and financial documents from prior years and use this 
information to anticipate the income for the next 12 months. Acceptable methods of 
verification include: IRS Form 1040, including: Schedule C (Small Business); 
Schedule E (Rental Property Income); Schedule F (Farm Income); if accelerated 
depreciation was used on the tax return or financial statement, an accountant’s 
calculation of depreciation expense, computed using straight-line depreciation rules; 
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audited or unaudited financial statement(s) of the business; credit report or loan 
application; Documents such as manifests, appointment books, cash books, bank 
statements, and receipts will be used as a guide for the prior six months (or lesser 
period if not in business for six months) to project income for the next 12 months. 
The family will be advised to maintain these documents in the future if they are not 
available.  

� Recurring Contributions – The family must furnish a notarized statement which 
contains the following information: the person who provides the gifts; the value of the 
gifts; the regularity (dates) of the gifts; the purpose of the gifts and the  

� Zero Income Status – Families claiming to have no income will be required to 
execute verification forms to determine that forms of income such as unemployment 
benefits, TANF, SSI, are not being received by the household.  GHA will also request 
information from the Department of Labor.  A credit report will also be used if 
information is received that indicates the family has an unreported income source. 

� Full-time Student Status – Only the first $480 of the earned income of full time 
students, other than head, co-head, or spouse, will be counted towards family income.  
Financial aid, scholarships and grants received by full time students are not counted 
towards family income. Verification of full time student status includes: written 
verification from the registrar’s office or other school official; school records 
indicating enrollment for sufficient number of credits to be considered a full-time 
student by the educational institution. 

� Savings Account Interest Income and Dividends – Acceptable methods of 
verification include, in this order: account statements, passbooks, certificates of 
deposit, or PHA verification forms completed by the financial institution and broker’s 
statements showing value of stocks or bonds and the earnings credited the family. 
Earnings can be obtained from current newspaper quotations or oral broker’s 
verification;  IRS Form 1099 from the financial institution, provided that the PHA 
must adjust the information to project earnings expected for the next 12 months.  

� Interest Income from Mortgages or Similar Arrangements – Acceptable methods 
of verification include, in this order: a letter from an accountant, attorney, real estate 
broker, the buyer, or a financial institution stating interest due for next 12 months. (A 
copy of the check paid by the buyer to the family is not sufficient unless a breakdown 
of interest and principal is shown.); amortization schedule showing interest for the 12 
months following the effective date of the certification or re-certification.  

� Net Rental Income from Property Owned by Family – Acceptable methods of 
verification include, in this order: IRS Form 1040 with Schedule E (Rental Income); 
copies of latest rent receipts, leases, or other documentation of rent amounts; 
documentation of allowable operating expenses of the property: tax statements, 
insurance invoices, bills for reasonable maintenance and utilities, and bank statements 
or amortization schedules showing monthly interest expense; lessee’s written 
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statement verifying rent payments to the family and family’s self-certification as to 
net income realized.  

� Family Assets – GHA will require information necessary to determine the current 
cash value of the family’s assets, (the net amount the family would receive if the asset 
were converted to cash).  Acceptable verification may include any of the following: 
verification forms, letters, or documents from a financial institution or broker; 
passbooks, checking account statements, certificates of deposit, bonds, or financial 
statements completed by a financial institution or broker; quotes from a stock broker 
or realty agent as to net amount family would receive if they liquidated securities or 
real estate; real estate tax statements if the approximate current market value can be 
deduced from assessment; financial statements for business assets; copies of closing 
documents showing the selling price and the distribution of the sales proceeds; 
appraisals of personal property held as an investment.  

� Assets Disposed of for Less than Fair Market Value (FMV)  - For all certifications 
and re-certifications, GHA will obtain the family’s certification as to whether any 
member has disposed of assets for less than fair market value during the two years 
preceding the effective date of the certification or re-certification.  If the family 
certifies that they have disposed of assets for less than fair market value, verification 
is required that shows: (a) all assets disposed of for less than FMV, (b) the date they 
were disposed of, (c) the amount the family received, and (d) the market value of the 
assets at the time of disposition. Third party verification will be obtained wherever 
possible.  

� Child Care Expenses – Written notarized verification from the person who receives 
the payments is required.  Verifications must specify the child care provider’s name, 
address, telephone number, the names of the children cared for, the number of hours 
the child care occurs, the rate of pay, and the typical yearly amount paid, including 
school and vacation periods.  GHA will also request verification as to whether the 
certifying individual is a licensed childcare provider and advise the provider that such 
income may be reported to other sources including the IRS.  

� Medical Expenses – All expense claims will be verified by one or more of the 
methods: written verification by a doctor, hospital or clinic personnel, dentist, 
pharmacist, of (a) the anticipated medical costs to be incurred by the family and 
regular payments due on medical bills; and (b) extent to which those expenses will be 
reimbursed by insurance or a government agency; written confirmation by the 
insurance company or employer of health insurance premiums to be paid by the 
family; written confirmation from the Social Security Administration of Medicare 
premiums to be paid by the family over the next 12 months.   

� Assistance to Persons with Disabilities [24 CFR 5.611©] – Written certification 
from a reliable, knowledgeable professional that the person with disabilities requires 
the services of an attendant and/or the use of auxiliary apparatus to permit him/her to 
be employed or to function sufficiently independently to enable another family 
member to be employed.  Family’s certification as to whether they receive 
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reimbursement for any of the expenses of disability assistance and the amount of any 
reimbursement received. 

Attendant Care: Attendant’s written certification of amount received from the 
family, frequency of receipt, and hours of care provided. Certification of family and 
attendant and/or copies of canceled checks family used to make payments. 

Auxiliary Apparatus: Receipts for purchases or proof of monthly payments and 
maintenance expenses for auxiliary apparatus. In the case where the person with 
disabilities is employed, a statement from the employer that the auxiliary apparatus is 
necessary for employment is needed. 

7.3   Verifying Non-Financial Factors [24 CFR 5.617(b)(2)] 

In order to prevent program abuse, GHA will require applicants to furnish verification of 
legal identity for all family members. The following documents will be considered 
acceptable verification of legal identity for adults. If a document submitted by a family is 
illegible or otherwise questionable, more than one of these documents may be required: 
certificate of birth, naturalization papers; church issued baptismal certificate; U.S. military 
discharge (DD 214); or  U.S. passport. 

Documents considered acceptable for the verification of legal identity for minors may be one 
or more of the following: certificate of birth; adoption papers; or custody agreements. 

Familial Relationships 

Certification will normally be considered sufficient verification of family relationships. In 
cases where reasonable doubt exists, the family may be asked to provide verification.  
Verification of divorce status will be a certified copy of the divorce decree, signed by a Court 
Officer. Verification of a separation may be a copy of court-ordered maintenance or other 
legal records. Verification of marriage status is a marriage certificate. 

Verification of Permanent Absence of Family Member  

If the family reports an adult member who was formerly a member of the household 
permanently absent, the following information must be presented as verification prior to 
removing any household member from the assisted household: legal evidence of divorce 
action; evidence of legal separation; order of protection/restraining order obtained by one 
family member against another; lease or rental agreement showing the individual listed as the 
member of another household; a document from a Court or correctional facility stating how 
long they will be incarcerated. 

Verification of Disability 

Verification of disability must be receipt of SSI or SSA disability payments under Section 
223 of the Social Security Act or 102(7) of the Developmental Disabilities Assistance and 
Bill of Rights Act (42 U.S.C. 6001(7) or verified by appropriate diagnostician such as 
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physician, psychiatrist, psychologist, therapist, rehab specialist, or licensed social worker, 
using the HUD language as the verification format.  
 

7.4  Verification of Social Security Numbers [24 CFR 5.216] 
 
Social security numbers must be provided as a condition of eligibility for all family members 
age six and over if they have been issued a number. Verification of Social Security numbers 
will be done through a Social Security Card issued by the Social Security Administration. If a 
family member cannot produce a Social Security Card, only the following documents 
showing his or her Social Security Number may be used for verification. The family is also 
required to certify in writing that the document(s) submitted in lieu of the Social Security 
Card information provided is/are complete and accurate: driver's license; identification card 
issued by a Federal, State or local agency; identification card issued by a medical insurance 
company or provider (including Medicare and Medicaid); an identification card issued by an 
employer or trade union; an identification card issued by a medical insurance company; 
earnings statements or payroll stubs; IRS Form 1099; benefit award letters from government 
agencies 

New family members ages six and older will be required to produce their Social Security 
Card or provide the substitute documentation described above together with their 
certification that the substitute information provided is complete and accurate. This 
information is to be provided at the time the change in family composition is reported. 

If an applicant or participant is able to disclose the Social Security Number but cannot meet 
the documentation requirements, the applicant or participant must sign a certification to that 
effect provided by the PHA. The applicant/participant or family member will have an 
additional thirty (30) days to provide proof of the Social Security Number. If they fail to 
provide this documentation, the family's assistance will be terminated. 

In the case of an individual at least 62 years of age, the PHA may grant an extension for an 
additional 60 days to a total of 120 days. If, at the end of this time, the elderly individual has 
not provided documentation, the family's assistance will be terminated.  If the family member 
states they have not been issued a number, the family member will be required to sign a 
certification to this effect. 

 
 
 
 
 
 
 
 



 -31- 

SECTION 8 

TENANT SELECTION AND ASSIGNMENT PLAN 

 

The Gary Housing Authority will utilize a site based tenant selection and 
assignment plan.  Under this plan, each applicant may select only one site location 
and/or may indicate acceptance for any available location. 

8.1  Applicant Selection 

      1.   Applicants will be selected from the waiting lists as follows: 

a) Residents relocated under a HOPE VI program in order of preference as 
described in this policy; 

b) New Applicants with preferences for the designated site to which they 
apply 

c) New Applicants with no preferences for the designated site to which they 
apply 

d) New Applicants with preferences for other sites 

e) New Applicants with no preferences for other sites based on date and 
time of application. 

2.  Accessible units will first be offered to applicants with disabilities for which 
the accessible unit was designed as discussed previously in this policy. 

  

8.2  Offers of Housing 
   

1.  When an applicant’s name reaches the top of any of their chosen list, they will be 
made an offer of housing. Offers are communicated by phone, mail, or the 
method of communication designated by the applicant when reasonable 
accommodation is needed for a disability.  

2.  Offers made over the phone will be confirmed by letter to the applicant. If the 
Authority is unable to contact an applicant by phone, a notification letter will be 
sent to the applicant.  Applicants who do not respond to this notice within 10 
working days of the date of the notice will be considered “non-responsive” and 
withdrawn from all waiting lists  

3.  If more than one unit of the appropriate size and type is available at the location 
of the applicant choice, the first unit ready for occupancy will be offered to the 
applicant. 

4.  If an applicant declines the first offer of housing (without “good cause”) their 
name will be removed from the site based list where the offer was made.  
Applicants may not choose another list(s) as a replacement for the location of the 
refusal.   
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5.  If an applicant is willing to accept the unit offered but is unable to move at the 
time of the offer or if acceptance of the offer of a suitable vacancy will result in 
undue hardship, applicant will keep their place on the waiting list.  The applicant 
must be able to document that the hardship claimed is “good cause” for refusing 
an offer of housing, and “good cause” must be verified to GHA’s satisfaction.  

6. Examples of good cause reasons for the refusal of an offer of housing, 
include, but are not limited to the following.  GHA recognizes that other 
causes may not be listed here below but taken into consideration:  

a) Inaccessibility to source of employment, education, or job training that would 
require an adult household member to quit a job, drop out of an educational 
institution, or job training program.  Or inaccessibility to children’s day care 
or educational program that would take a child out of day care or an 
educational program;  

b) The family demonstrates to GHA’s satisfaction that accepting the offer will 
place a family member’s life, health, or safety in jeopardy. The family must 
offer specific and compelling documentation such as restraining orders, other 
court orders, or risk assessments related to witness protection from a law 
enforcement agency or a threat assessment that verifies danger from criminal 
activity. Reasons offered must be specific to the family. Refusals due to 
location alone are not good cause; 

c) The unit is inappropriate for the applicant’s disabilities, or the family does 
not need the accessible features in the unit offered and does not want to be 
subject to a 30-day notice to move; 

d) An elderly or disabled family makes the decision not to occupy or accept 
occupancy in designated housing [24 CFR § 945.303 (d)]; or 

7. Examples of good cause related to an applicant’s willingness to accept an 
offer but inability to move at the time of the offer include: 

a) A health professional verifies temporary hospitalization or recovery from 
illness of the principal household member, other household members (each 
as listed on final application) or live-in aide necessary to the care of the 
principal household member; 

b) The family head, spouse or sole member is serving on an impaneled jury. 

8. If an applicant declines the second offer of housing (without “good cause”) their 
name will be removed from all waiting lists. 

9. GHA will maintain a record of units offered, including location, date, and 
circumstances of each offer, and each acceptance or rejection, including the 
reason for the rejection. 

10.   Applicants who are not accepted for admission to Public Housing shall be 
entitled to request a review provided that such review is requested in writing 
within 14 days from the date of notification by GHA of the decision to deny 
admission. 
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8.3  Unit Assignment 

Units available for occupancy will be assigned in the following order: 

1. Relocated Residents – Residents relocated pursuant to a HOPE VI or other HUD 
approved relocation plan that have a right to return to a newly developed unit and 
other wise meet all eligibility requirements under the right to return agreement 
will be offered units prior to any other applicants. 

2. Emergency Transfers – Transfers of existing residents within the same site, 
requiring emergency transfers as defined further in this policy, will be offered 
available units prior to all other transfers or applicants. 

3. Mandatory Transfers – Transfers of existing residents within the same site, 
requiring mandatory transfers due to changes in family composition will be 
offered available units prior to applicants or other existing residents. 

4. New Admissions - Applicants from the waiting list will be offered available units 
in the manner described above. 

5. Singles – Single applicants who are not elderly, disabled, displaced or near 
elderly, will be offered available units only when no other existing resident or 
applicant exists to fill a vacant available unit.  Single applicants with preferences 
will be offered units prior to those with no preferences. 
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SECTION 9 
LEASING AND OCCUPANCY OF DWELLING UNITS 

 
9.1   General Leasing Policy 

Units will be leased without regard to the race, religion, sex, age, national origin, 
disability or familial status of applicants, except as specifically provided herein. 

1.  All GHA units will be occupied pursuant to a signed Residential Lease 
Agreement that complies with HUD's regulations (24 CFR Part 966). 

2.  The lease shall be signed by the head and co-head of household and by an 
authorized GHA representative, prior to actual admission [24 CFR § 966.4 (p)]. 

3. Changes in family composition, income, or status between the time of the 
final eligibility determination and the leasing of the unit will be processed 
prior to executing the dwelling lease. 

4.  If a resident transfers from one GHA unit to another, a new lease will be 
executed for the dwelling into which the family moves [24 CFR § 966.4 (c)(3)]. 

5.  If at any time during the life of the lease agreement, a change in the 
resident’s status results in the need for changing or amending any provision 
of the lease, either: 

a) A new lease contract will be executed; 

b) A Notice of Rent Adjustment will be executed; or 

c) An appropriate rider will be prepared and made a part of the existing 
lease, or appropriate insertions will be made within the lease.  All copies 
of such riders or insertions are to be dated and signed by the resident 
and an authorized GHA representative [24 CFR § 966.4 (o)]. 

d) All charges due under any lease with GHA will transfer to any new lease 
that is subsequently executed with the same household. 

 

9.2 Pre-Occupancy and Leasing Requirements 

1.  A pre-occupancy conference shall be conducted prior to leasing the unit to the 
prospective resident.  This conference will acquaint the family with the 
provisions of the lease, explain all occupancy requirements, obtain or arrange 
payment for the security deposit and the first months rent, orient the family to the 
environment and establish a good rapport with the family. 
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  2. GHA is responsible for assuring that the family understands the lease provisions 
prior to signature and occupancy of the unit.  Special arrangements will be made 
as identified previously in this policy for persons with disabilities, persons with 
limited comprehension and/or persons needing other than plain language 
paperwork. 

 
3.  A move-in inspection shall be conducted jointly with the family.  A checklist will 

be utilized to indicate the exact condition of the unit at the time of move in and to 
assure that the unit is in full compliance with the Uniform Physical Condition 
Standards. (UPCS) The move-in inspection will be signed by the family and an 
authorized GHA representative. 

 
4.  If the applicant accepts the unit, the manager shall verify the move in date and 

execute a lease.  If the applicant refuses the unit, a signed reason for refusal must 
be obtained from the applicant.  

 

9.3 Occupancy Requirements 

1. Only those persons listed on the most recent lease or certification form shall be 
permitted to occupy a dwelling unit [24 CFR §§ 960.209 (b) and 966.4 9 (a) (2)].  

Except for births to or adoptions by family members, any family seeking to add a 
new member must request approval in writing prior to the new member 
occupying the unit [24 CFR § 966.4 (f)(3) & (c)(2)].  GHA will not unreasonably 
withhold such approval. 

2. Following the receipt of a family’s request for approval to add a new person to 
the lease, GHA will conduct a pre-admission screening of the proposed new 
member. The results of screening shall be used to determine whether the GHA 
will approve the admission of the new member.  

3. In accordance with state law, certain criminal or arrest information for household 
members under the age of 18 years is not available. This does not preclude GHA 
from using such information when a household member under the age of 18 
years is being prosecuted as an adult under the law. This provision is subject to 
change should the State or locality modify its laws concerning the availability of 
police or court records for juvenile offenders.  

4. Situations when an additional family member is added to the household include 
but are not limited to the following:  

a) Resident requests to add the new co-head to the lease; 

b) Resident desires to add a new family member to the lease, employ a live-in 
aide, or take in a foster child or children; or 

c) An adult assumes responsibility as the head of house for a family whose 
remaining family member(s) is under 18 (and is not an emancipated 
minor(s)). 
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5. Residents who fail to notify GHA of additions to the household or who permit 
persons to join the household without undergoing screening are in violation of 
the lease. Such persons will be considered unauthorized occupants by GHA and 
the entire household will be subject to eviction [24 CFR § 966.4 (f)(3)]. 

 
6. If a guest or family member stays with a resident household longer that 14 

consecutive days, management must be notified. If the guest or family member 
stays longer that 30 consecutive days, the Head of Household must apply to add 
the guest or family member to the lease.   

7. Residents are not permitted to allow roomers and lodgers to occupy a dwelling 
unit. Violation of this provision is grounds for termination of the lease [24 CFR § 

966.4 (f) (2)]. 

8.  Residents shall not allow a former resident of GHA who has been evicted for 
violations of the lease under the One Strike, You’re Out provisions, to occupy the 
unit for any period of time. Violation of this requirement is grounds for 
termination of the lease.  

9.  Family members who move from the dwelling unit shall be removed from the 
lease [24 CFR § 966.4 (f)(3)].  The resident has the responsibility to report the move-
out within 30 calendar days of its occurrence. Individuals may be readmitted to 
the unit subject to eligibility and suitability requirements.  

10. Any additions to the unit shall not cause over crowding. Medical hardship, or 
other extenuating circumstances shall be considered by GHA in making 
determinations under this paragraph. 
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SECTION 10 

CALCULATION OF RENT 

        

10.1 Rent Choice:  Once each year, at the anniversary date of the lease agreement, 
each household shall have the opportunity to choose between two methods for determining 
the amount of tenant rent to be paid each month by the household.  The family may choose to 
pay a flat rent as describe further in this section, or the family may choose to pay an income 
based rent.  Income based rent shall be determined as follows:   
 

10.2  Total Tenant Payment 

1. Total tenant payment (TTP) is the amount the tenant pays towards rent and 
utilities that are not included in the rent. 

2. The calculation of total tenant payment (TTP) shall be the greater of: 

a) 30% of monthly adjusted income, 

b) 10% of monthly income, or, 

c) GHA’s minimum rent. 

3. Total tenant payment shall never exceed the established flat rent. 

10.3 Tenant Rent 

1. Tenant rent is calculated by subtracting a utility allowance for tenant paid utilities 
from the total tenant payment. 

2. If the utility allowance is greater than the total tenant payment, the tenant rent will 
be zero and a utility reimbursement payment (URP)will be established. 

10.4 Minimum Rent 

Minimum rent shall be determined as follows: 

1. Total tenant payment shall be the greatest of 30% of monthly adjusted income, 
10% of monthly income or $50.00 for all resident households whose annual 
adjusted income is greater than zero. 

2. The minimum rent shall automatically be waived for all households whose annual 
adjusted income is below or equal to zero.  

3. A “hardship request” shall be available to residents who claim they are unable to 
pay the established minimum rent.  Hardship criteria shall include the following 
situations: 

• The household has lost eligibility to or is awaiting an eligibility 
determination for a federal, state or local assistance program; 

• The family would be evicted as a result of the imposition of the 
minimum rent; 
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• The income of the family has decreased because of changed 
circumstances, including loss of employment; 

• A death in the family has occurred; 

• Other circumstances determined by GHA. 

4. A household will be exempt from paying minimum rent upon satisfactory 
documentation that the hardship described above is of a long term basis.  If 
exempted such exemption will be effective retroactively to the date of the request 
of the hardship. 

5. If the “hardship” is temporary (less than 90 days) then the household will not be 
exempt from the minimum rent requirement and shall be responsible for full 
payment of minimum rent.  However, a non-payment of rent eviction procedure 
will not be initiated during the period of “temporary” hardship. (within 90 days 
from the date of the request for hardship) 

 

10.5    Flat Rents 

1.  Flat rents shall be established for all communities as follows: 

� GHA’s flat rents are based on the market rent charged for comparable units in 
the private unassisted rental market.  It is equal the estimated rent for which 
the PHA could promptly lease the public housing unit after preparation for 
occupancy. 

� GHA shall use a reasonable method to determine the flat rent for a unit.  To 
determine the flat rent GHA shall consider: (a) The location, quality, size, 
unit type and age of the unit and any amenities, housing services, 
maintenance and utilities provided by GHA.  

 2. At the time of the regularly schedule annual re-examination of income (lease 
renewal date), each household will be provided in writing with the option of 
paying an income based rent or a flat rent in accordance with the flat rent 
schedule for the community in which they reside.  

3. When the tenant rent for a household residing in a mixed income community 
equals the market rate rent, then that household shall be converted to a market rate 
resident and the next available unit shall be rented as a public housing unit.  Such 
conversion shall be effective at the next regularly scheduled annual re-
examination of income. 

 4. If a family elects to pay a flat rent, then the next regularly scheduled re-
examination of income shall occur three years from the date of such election and 
not interim reporting requirements shall apply.  However, a family elected to pay 
a flat rent may at anytime request a conversion back to an income based rent.  
Upon such request, GHA will conduct an interim re-examination of income and 
calculate TTP and tenant rent in accordance with the provisions outlined in this 
policy. 
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 5.  If a family elects to pay an income based rent, then all reporting requirements 
stated in this policy shall apply. 

         

        10.6 Utility Reimbursement Payment 

1. Utility allowances will be applied for all tenant paid utilities based on a schedule 
of average consumption for an energy efficient household.  The Section 8 
Housing Assistance Program utility allowance schedule will be utilized for all 
scattered site public housing units and GHA will establish a separate schedule for 
each individual development where a utility allowance may apply. 

2. A separate allowance will also be provided in those cases where the household 
provides the primary range and refrigerator.  A utility allowance will not be 
provided for secondary appliances or in those cases where the resident refuses to 
accept a working range and refrigerator from GHA. 

3. Utility reimbursement payments may be made on a monthly, quarterly, semi-
annual or annual basis as determined by GHA. 

4. If the household has elected to pay a flat rent, utility allowances and utility 
reimbursement payment do not apply. 

 
10.7 Resident-Paid Utilities 

 
The following requirements apply to residents living in developments with 
resident-paid utilities or applicants being admitted to such developments:  

1. Paying the utility bill is the resident's obligation under the Authority's lease. 

2. Applicants and/or residents must provide a written confirmation from the 
utility provider that the utilities have been turned on.  If a resident or 
applicant is unable to get utilities connected, the resident or applicant will 
not be permitted to move into a unit with resident paid utilities. 

3. When a resident submits an application for utility service in his/her own 
name, the resident must sign a third-party notification agreement so that 
GHA will be notified if the resident fails to pay the utility bill that would 
result in a disconnection of utility service. 

10.8  Security Deposits 

The family will pay a security deposit at the same time of lease signing.  The security  
deposit will be as follows: 
 
1.  $100.00 for elderly development sit and elderly/near elderly high rises. 
 
2. $125.00 for scattered sites. 
 
3. $100.00 for Public Housing Developments 
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In the case of a move within public housing, the security deposit for the first unit will 
be transferred to the second unit.  Additionally, if the security deposit for the second 
unit is greater than that for the first, the difference will be collected from the family. 
Conversely, if the second deposit is less, the difference will be refunded to the family. 

 

      10.9  Information Provided to Households  

 The following information shall be provided to families to permit them to make an 
informed choice as to whether they want to pay an income based rent or a flat rent: 

 
1.  The dollar amounts of tenant rent under each rent option.   
 
2.  GHA’s policies on converting from income based rent to flat based rent. 
  
3. Should the household elect to pay a flat rent, utility allowances and utility 

reimbursement payments do not apply. 
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SECTION 11 

ANNUAL AND INTERIM EXAMINATIONS 

 

11.1    Income Based Rent Requirements  

 Families electing to pay income based rent must be reexamined at least annually to 
recompute total tenant payment and tenant rent.  All households will be reexamined 
each year upon the anniversary of the Residential Lease Contract  

 Residents will be notified in advance regarding the date of the reexamination.  At 
that time, GHA will advise households of any documents needed for the 
reexamination. 

 The head of household, the spouse and each additional adult living in the household 
must sign the HUD form 9886, Authorization for Release of Information/Privacy 
Act Notice, at the time of initial admission, annual reexamination and/or interim 
reexamination. 

11.2  Flat Rent Requirements  

 Families electing to pay flat rents will be reexamined for family composition only at 
least annually.  A reexamination of family income shall be completed at least once 
every three years. 

11.3.   Re-examination Requirements 

1. At the time of re-examination, the head and any co-head of the household 
are required to sign forms required by HUD and/or GHA.  

2. Employment, income, allowances, Social Security numbers, and such other 
data as is deemed necessary, will be verified and all verified findings will be 
documented and filed in the resident’s folder (24 CFR § 960.206). 

3. Verified information will be analyzed and a determination made with 
respect to: 

a) Family Composition 

b) Unit size required for the family; 

c) Rent the family will pay; and 

d) The need to transfer the family to a smaller or larger unit, or a unit 
with accessible features.  

4. Income shall be computed in accordance with the definitions and procedures 
set forth in the federal regulations. (24 CFR § 5.609).  
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5.  Families failing to respond to a notice of a reexamination will be sent a notice 
of lease violation. Failure to respond to the notice of lease violation will result 
in termination of the lease [24 CFR § 886.124(c)]. 

  

 Action Following Reexamination 

1. If there is any change in rent, a Notice of Rent Adjustment (NORA) will be 
issued which will serve as an amendment to the Residential Dwelling Lease. 
[24 CFR § 966.4 ©  & (o)].   

2. If any change in the unit size is required, the resident will be placed on a 
transfer list in accordance with the transfer criteria described this policy 
and moved to an appropriate unit when one becomes available [24 CFR § 966.4 
©(3)]. 

3. If the family causes an unreasonable delay in the reexamination processing, the 
following policy will be applied: 

a) If the family’s rent decreases, the decrease will be implemented the first of 
the month following the completion of the reexamination processing. 

b) If the family’s rent increases, the increase will be implemented retroactive to 
the family’s reexamination effective date. 

4. If GHA causes an unreasonable delay in the reexamination processing, any 
change in rent will be implemented retroactively to the effective date of the 
reexamination. 

 

11.4   Interim Reexaminations of Income 

1.   Families electing to pay income based rent must comply with the following 
requirements between regularly scheduled reexaminations of family composition 
and income: 

 
a) Between annual reexamination, residents must report increases in income (as 

defined in 24 CFR §5.609) to the housing manager within 10 calendar days 
of the occurrence. No rent increase will take effect until the next regularly 
scheduled reexamination, if the increase is reported within this required time 
frame. 

b) Residents must promptly (within 10 calendar days) furnish to GHA any letter 
or other notice from HUD concerning the amount or verification of family 
income. [(24 CFR § 5.240 (b)]. 

c) Failure of the resident to report in a timely manner will result in a rent 
increase and the increase will be retroactive to the first of the month 
following the month in which the increase in income was effective. 

d) Any reported decrease in income will result in a recalculation of tenant rent, 
and if applicable, tenant rent will be decreased effective the first of the month 
following the month in which the decrease was reported. 
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e) Residents with seasonal or part-time employment of a cyclical nature will be 
asked for third party documentation of the circumstances of their 
employment including start and ending dates. Income from these sources will 
be annualized for determination of rent based on average earnings during the 
prior periods.  

f) GHA may process an interim adjustment in rent if at an annual or interim re-
certification a resident misrepresents the facts upon which the rent is based. 

g) Complete justification and verification of the circumstances applicable to 
rent adjustments must be documented by the resident and approved by GHA 
(24 CFR § 960.206). 

2.  Interim reexaminations for families paying flat rent will be conducted based on the 
following: 

 
a) The family may at anytime request  and be permitted to convert from 

paying a flat rent to an income based rent if the family is unable to pay the 
flat rent due to a financial hardship, defined as follows: 

• The family has experienced a decrease in income because of 
changed circumstances, including the loss or reduction of 
employment, death in the family or a reduction in other assistance. 

• The family has experienced an increase in expenses because of 
changed circumstances, for medical costs, child care, 
transportation, education or similar items. 

b)  GHA will complete the interim reexamination within 30 days from the 
date of the family’s request to convert from the flat based rent to income 
based rent. The flat rent will become effective the first of the month following 
the request. 

         

11.5   Notice of Rent Adjustment 
 

 Residents will be sent a Notice of Rent Adjustment 30 days prior to any adjustment 
in rent. This notice will list the current rent, the new rent, and the effective date of 
the rent adjustment. Rent may be adjusted as a result of an annual re-certification, an 
interim re-certification, or when a change in policies affects the rent calculation.  The 
effective date of the rent change will correspond to the action taken as described 
under annual and interim reexamination policies described above. 

 
 

11.6   Failure to Report Accurate Information 
 

  If GHA discovers that a resident has misrepresented or failed to report to 
Management the facts upon which his/her rent is based so that the rent being paid is 
less than what should have been charged, then the increase in rent will be made 
retroactive to the first of the month following the month in which the 
misrepresentation occurred.   Failure to report accurate information is also grounds 



 -44- 

for initiating eviction proceedings in accordance with GHA’s dwelling lease [24 
CFR § 966.4 (c)(2)]. 

 
11.7   Changes in Family Characteristics 
  
 All changes in family composition and household characteristics must be reported at 

the time that they occur.  The following policies shall govern changes in family 
composition. 

1.  Any additional adult member to be added to the household must meet GHA’s 
suitability criteria and is subject to all screening procedures prior to admission to 
the household and amendment of the dwelling lease. 

2.  Children who are “temporarily” absent from the household due to placement in 
foster care will continue to be considered as part of the family composition as 
long as there is a likelihood that they will return to the household within a twelve 
month period. 

3.  A person with disabilities who “recovers” after initial admission may remain as a 
remaining member of a tenant family but will no longer qualify for authorized 
deductions and may be required to relocate to another unit if they are in an 
accessible unit and no longer require the accommodations in that unit. 

4.  If a single pregnant woman was admitted and does not retain guardianship of the 
prospective child after its birth, she may remain as a remaining member of a 
tenant family but may be required to transfer to a smaller unit based on the unit 
size standards. 

5.  If a resident requires the services of a live-in aide as defined under the federal 
regulations, (24CFR 5.403) an additional bedroom will be allowed for the live-in 
aide.  Family members of the live-in aide will be permitted to occupy the unit so 
long as an it does not overcrowd the unit.  An additional bedroom for family 
members of the live-in aide will not be permitted. 

6.  Families may have foster children live in the unit as long as it does not result in 
overcrowding.  Foster children will be counted as household members for the 
purposes of determining unit size standards but are not eligible for allowances 
and deductions (with the exception of child care). 

7.  In cases of joint or shared custody, children will be considered part of the 
household if the head of household and/or spouse have at least 50% custody of 
the child.  The same child cannot be claimed by more than one applicant or 
resident household.  When a child is included as part of the family, all income 
and allowances related to that child are utilized in calculation of rent. 

8.  Remaining members of a Public Housing family will be permitted to continue 
occupancy in the dwelling unit after the lease holder has vacated under the 
following conditions: 

a) The head and co-head of household involuntarily vacated the unit or 
voluntarily vacated the unit, and, 
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b) A remaining family member has resided in the unit and been listed as a 
household member on the head of household lease agreement for a minimum 
of two years, and, 

c) The remaining family members meet all eligibility and suitability 
requirements set forth by GHA, and, 

d) The remaining family members are legally able to assume responsibility for 
minors and can execute the lease under state laws, OR, 

e) A new head of household is added to the household who can legally assume 
responsibility for minors, can execute the lease under state laws and meets all 
eligibility and suitability requirements set forth by GHA. 

f) A determination of the designated new head of household will be made 
within 30 days from the date of notification to GHA by the family that the 
previously designated head of household has vacated the unit. 

9.  Remaining family members will not be permitted to continue occupancy in the 
dwelling unit after the head and co-head have vacated the unit, if the unit was 
vacated on a voluntary basis, and no remaining family member has resided in the 
unit and been listed on the head of household lease agreement for a minimum of 
two years.  In these circumstances, the unit will be considered as having been 
abandoned by the leaseholder and all appropriate action under the residential 
dwelling lease will be pursued. 

    

11.8   Remaining Family Members and Prior Debt 
 

1.  If remaining family members continue to occupy the dwelling unit as 
described above, any outstanding debt owed to GHA by the former head of 
household will be addressed as follows: 

a) If the debt cannot be collected from the former head of household (e.g. 
death, incarceration, hospitalization), as a party to the lease, remaining 
adult family members 18 years of age or older will be responsible for 
arrearages incurred by the former head of house.  

b) GHA will not hold remaining family members responsible for any 
portion of the arrearage incurred prior to the remaining member 
attaining age 18.  

c) Remaining family members under age 18 shall not be held responsible 
for the rent arrearages incurred by the former head of household.  

d) Except as required above, a new head of household added to the Lease 
will not be charged for any arrearage incurred by the former head of 
household. 

e) If the Lease held by the new head of the household is an extension of 
occupancy under a prior lease(s) with GHA, any amounts due under the 
prior lease(s) may be charged and collected as if the amounts were 
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incurred under the current lease (debt follows the head of the 
household). 

f) A determination will be made by GHA within 30 days from the date of 
notification by the family of a change in the designated head of 
household. 
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SECTION 12 

ANNUAL AND ADJUSTED INCOME 

 

12.1   Annual Income (24 CFR § 5.609) 
Annual income is the anticipated total income from all sources, including net income 
derived from assets, received by the family head and spouse (even if temporarily 
absent) and by each additional family member age 18 years or older including all net 
income from assets for the 12-month period following the effective date of initial 
determination or re-examination of income, exclusive of income that is temporary, 
non-recurring, or sporadic as defined below or is specifically excluded from income 
by another federal statute.  Annual income includes but is not limited to: 

1. The full amount before any payroll deductions of wages and salaries, overtime 
pay, commissions, fees, tips and bonuses, and other compensation for personal 
services; 

2. The net income from operation of a business or profession, including any 
withdrawal of cash or assets from the operation of the business.   Expenditures 
for business expansion or amortization of capital indebtedness shall not be used 
as deductions in determining the net income from a business. An allowance for 
the straight line depreciation of assets used in a business or profession may be 
deducted as provided in IRS regulations. Withdrawals of cash or assets will not 
be considered as income when used to reimburse the family for cash or assets 
invested in the business; 

3. Interest, dividends, and other net income of any kind from real or personal 
property. Expenditures for amortization of capital indebtedness shall not be used 
as deductions in determining net income. An allowance for the straight line 
depreciation of real or personal property is permitted. Withdrawals of cash or 
assets will not be considered income when used to reimburse the family for cash 
or assets invested in the property.  

Where the family has Net Family Assets in excess of $5,000. Annual Income 
shall include the greater of the actual income derived from all Net Family Assets 
or a percentage of the value of such Assets based on the current passbook 
savings rate as determined by HUD; 

4. The full amount of periodic payments received from social security, annuities, 
insurance policies, retirement funds, pensions, disability or death benefits, and 
other similar types of periodic receipts. Except delayed or deferred periodic 
payment of social security or supplemental security income benefits; 

5. Payments in lieu of earnings, such as unemployment and disability 
compensation, worker's compensation, and severance pay.  

6. All welfare assistance payments received by or on behalf of any family member.   
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7. Periodic and determinable allowances, such as alimony and child support 
payments, and regular cash contributions or gifts received from persons not 
residing in the dwelling; and 

8.  All regular pay, special pay (not including pay for exposure to hostile fire), and 
allowances of a family member in the Armed Forces. 

9.  Regular contributions and gifts. 

10. Relocation payments. 

    

12.2   Items Excluded in Annual Income [24 CFR §5. 609] 

 
Annual Income does not include and it is not limited to the following, or any future 
changes in the regulation(s): 

1. Income from the employment of children (including foster children) under the 
age of 18 years; 

2. Payments received for the care of foster children or foster adults (usually 
individuals with disabilities, unrelated to the resident family, who are unable to 
live alone); 

3. Lump sum or delayed additions to family assets, such as inheritances, insurance 
payments, (including payments under health, and accident insurance, and 
worker's compensation) capital gains, and settlement for personal property 
losses; (but see paragraphs A.4 and A.5 above if the payments are or will be 
periodic in nature); 

4. Amounts received by the family that are specifically for, or in reimbursement of 
the cost of medical expenses for any family member; 

5. Income of a live-in aide, provided the person meets the definition of a live-in 
aide (See Section 12 of these policies); 

6. The full amount of student financial assistance paid directly to the student or the 
educational institution;   

7. The special pay to a family member serving in the Armed Forces who is exposed 
to hostile fire; 

8.  Amounts received by a person with disabilities that are disregarded for a limited 
time for purposes of Supplemental Security Income and benefits that are set 
aside for use under a Plan to Attain Self-Sufficiency (PASS); 

9.  Amounts received by a participant in other publicly assisted programs which are 
specifically for, or in reimbursement of, out-of-pocket expenses incurred (special 
equipment, clothing, transportation, child care, etc.) to allow participation in a 
specific program; 

10. A resident services stipend. A resident services stipend is a modest amount (not 
to exceed $200/month per person) received by a GHA resident for performing a 
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service for GHA, on a part-time basis, that enhances the quality of life in public 
housing. 

11. Temporary, non-recurring, or sporadic income (including gifts);  

12. Reparation payments paid by foreign governments pursuant to claims filed under 
the laws of that government by persons who were persecuted during the Nazi 
era; 

13. Earnings in excess of $480 for each full-time student 18 years old or older 
(excluding the head of the household and spouse); 

14. Adoption assistance payments in excess of $480 per adopted child; 

15. Preferred periodic payments of supplemental security income and social security 
benefits; 

16. Amounts paid by a State agency to a family with a developmentally disabled 
family member living at home to offset the cost of services and equipment 
needed to keep the developmentally disabled family member at home;  

17. Amounts specifically excluded by any other Federal Statute from consideration 
as income for purposes of determining eligibility or benefits under a category of 
assistance programs that includes assistance under the United States Housing Act 
of 1937.  

  

  12.3  Disallowance of Increase in Annual Income  
  
 Wages for employment of family members may be excluded from annual income 

under the following conditions: 
 

1. A family’s annual income increases as a result of employment of a family member 
who was unemployed for one or more years previous to employment. 

 
2.  A family’s annual income increases as the result of increased earnings by a family 

member during participation in any economic self-sufficiency or other job 
training program. 

 
3.  A family’s annual income increases as a result of new employment or increased 

earnings of a family member during or within six months after receiving 
assistance, benefits or services under any state program for temporary assistance 
for needy families, provided that the total amount over a six month period is at 
least $500.00 

 
4.  During a cumulative twelve month period beginning on the date that a family 

member is first employed or the family first experiences an increase in annual 
income attributable to employment, the full amount of the difference between the 
new employment income and any previous income of that family member shall be 
excluded from annual income for calculation of rent. 
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5.  During the second cumulative twelve month period after the date that a family 
member is first employed or the family first experiences an increase in annual 
income attributable to employment, one half (50%) of the difference between the 
new employment income and any previous income of that family member shall be 
excluded from annual income for calculation of rent. 

 
6.  The disallowance of increases in income under this section, are limited to a 

maximum lifetime period of 48 months.  However, during this lifetime period, 
full exclusion is limited to 12 months and the 50% exclusion is limited to another 
12 months as described above. 

 
7.  Previously unemployed includes a person who has earned, in the twelve months 

previous to employment, no more than would be received for 10 hours of work 
per week for 50 weeks at the established minimum wage. 

 

  12.4  Training Income  
Federal regulations contain special provisions related to the treatment of income 
received from training programs when determining annual income, as follows: 

 
1. The earnings and benefits to any family member resulting from participation in a 

program providing employment training and supportive services in accordance 
with the Family Support Act; or any comparable federal, state or local law are 
excluded from annual income during the exclusion period. 

2. The exclusion period means the period during which the family member 
participates in a program described, plus 18 months from the date the family 
member begins the first job acquired by the family member after completion of 
such program. 

3. Earnings and benefits mean the incremental earnings and benefits resulting from 
a qualifying employment training program or subsequent job. 

4. If the family member is terminated from employment with good cause, the 
exclusion period shall end. 

5. A comparable federal, state or local law means a program providing employment 
training and supportive services that is authorized by a federal, state, or local 
law, funded by the federal, state or local government; is operated or administered 
by a public agency; and has as its objective to assist participants in acquiring 
employment skills. 

6. Incremental earnings and benefits resulting to any family member from 
participation in a state or local employment training program (including training 
programs not affiliated with local government) are excluded from annual income 
only for the period of time during participation in the employment training 
program. 

7. Incremental amounts excluded under these provisions must be received under 
employment training programs with clearly defined goals and objectives. 
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12.5   Reduction in Welfare Benefits 

If a family receiving welfare benefits has a reduction in such benefits as the result of 
the following actions or failure to act on the part of the family, then the amount of 
the welfare benefits shall be imputed and included in annual income: 
 

• Fraud by a family member in connection with the welfare program, 

• Sanctions by the welfare agency against the family for noncompliance with a 
requirement to participate in an economic self-sufficiency program. 

 
Welfare reduction does not include reduction or termination as the result of expiration 
of a lifetime limit on payments of benefits, inability of a family member to obtain 
employment or because a family member has not complied with other welfare agency 
requirements. 

 
Imputed welfare income is the amount the family would have not received had they 
received a reduction in welfare benefits for the reasons identified above.  The amount 
of the imputed welfare benefit is offset by any additional income a family receives 
that commences after the welfare sanctions were imposed.  The imputed welfare 
income is reduced to zero when the additional income equals the amount of the total 
welfare benefits. 

 
  12.6 Anticipating Annual Income (24 CFR § 5.609) 

Annual income shall be anticipated utilizing current circumstances, unless 
verification forms indicate an imminent change in income.  GHA will average all 
known sources of income that vary to determine annual income. 

 

  12.7  Adjusted Income (24 CFR § 5.611) 
Adjusted Income (the income upon which rent is based) means Annual Income 
less the following deductions and exemptions. 

1. For All Families 

a)  Child Care Expenses — A deduction of amounts anticipated to be paid by 
the family for the care of children under 13 years of age for the period 
for which Annual Income is computed.  BUT ONLY when such care is 
necessary to enable a family member to be gainfully employed or to 
further his/her education.  Amounts deducted cannot be reimbursed 
expenses and shall not exceed:  

 
1) The amount of income earned by the family member enabled to 

work; or  

2) An amount determined to be reasonable (for the hours of class 
attendance and adequate time for commuting to the educational 
facility) when the expense is incurred to permit education. 
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b) Dependent Deduction — An exemption of $480 for each member of the 
family residing in the household (other than the head of household, or 
spouse, Live-in Aide, or foster child) who is under eighteen years of age 
or who is eighteen years of age or older and disabled, or a full-time 
student. 

  
c) Disability Expenses — a deduction of amounts not reimbursed paid for 

attendant care or auxiliary apparatus expenses for family members with 
disabilities where such expenses are necessary to permit a family 
member(s), including the disabled member, to be employed.  In no event 
may the amount of the deduction exceed the employment income earned 
by the family member(s) freed to work. 

 
1) Equipment and auxiliary apparatus may include but are not limited 

to:  wheelchairs, lifts, reading devices for the visually disabled, and 
equipment added to cars and vans to permit their use by the disabled 
family member. 

2) For non-elderly families and elderly families without medical 
expenses:  the amount of the deduction equals the cost of all 

expenses not reimbursed for disabled care and equipment less 

three percent of Annual Income, provided the amount so 
calculated does not exceed the employment income earned. 

3) For elderly families with medical expenses: the amount of the 
deduction equals the cost of all expenses not reimbursed for 

disabled care and equipment less three percent of Annual Income 
(provided the amount so calculated does not exceed the 

employment income earned) PLUS medical expenses as defined 

below. 
 
2. For elderly and disabled families only 

a) Medical Expense Deduction: A deduction not reimbursed for Medical 
Expenses, including insurance premiums, anticipated for the period for 
which Annual Income is computed.  Medical expenses include but are 
not limited to:  services of physicians and other health care professionals, 
services of health care facilities, insurance premiums (including the cost 
of Medicare), prescription and non-prescription medicines, 
transportation to and from treatment, dental expenses, eyeglasses, 
hearing aids and batteries, attendant care (unrelated to employment of 
family members), and payments on accumulated medical bills.  To be 
considered by GHA for the purpose of determining a deduction from 
income the expenses claimed must be verifiable. 
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1) For elderly families without disability expenses:  The amount of 

the deduction shall equal total medical expenses less three percent 
of annual income. 

2) For elderly families with both disability and medical expenses: the 
amount of the deduction is calculated as described in paragraph 

1.c) above. 

 
b) Elderly/Disabled Household Exemption: An exemption of $400 per 

household, see Definitions in the next section. 
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SECTION 13 

TRANSFER POLICY 

The Gary Housing Authority will implement this policy to transfer a household from the 
household’s current unit to another unit of suitable size and type located in a building 
other than the building where the family currently resides. This transfer policy does not 
apply to persons requiring reasonable accommodations because of a disability.   GHA 
will make reasonable accommodations for persons with disabilities as described in 
Section 1 of this Admissions and Occupancy Policy, Nondiscrimination and 
Accessibility.  

13.1  Emergency Transfers 

Emergency transfers are transfers which are implemented when unit or building 
conditions pose an immediate threat to resident life, health, or safety as determined 
by GHA or a governing body with jurisdiction over such matters, or a federal, state 
or local court.  The following procedures will govern emergency transfers.  

1. Emergency transfers shall not be limited to transfer within the same public 
housing community and may require transfer to another public housing and/or 
mixed income site. 

2. GHA is not required to give minimum notice of an emergency transfer but will 
make every effort to provide as much notice as permitted under the 
circumstances. 

3. GHA cannot guarantee a desired location for emergency transfers but an attempt 
will be made to meet the resident's location preference when possible. 

4. Refusal to comply with an emergency transfer may be grounds for lease 
termination. 

5. Upon request by the resident, emergency transfers may be used to alleviate 
verified medical problems of a life threatening nature or when household 
members need protection from attack by a criminal element in a particular 
property or neighborhood based on a threat assessment by a law enforcement 
agency (example:  witness protection program, domestic violence). 

 

13.2  Mandatory Transfers  

Mandatory transfers are transfers required by GHA for purposes such as closing a 
building; implementing redevelopment or building rehabilitation activities; achieving 
vacancy consolidation; and, adjusting for over-housed living conditions. (24 CFR 
8.30). 

1. Mandatory transfers shall only occur within the same community in which the 
resident resides.  No transfers shall occur to other public housing or mixed 
income communities other than for emergency reasons outlined above. 
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2. To the extent possible and subject to any rights of return, GHA will make every 
effort to allow residents in good standing to select the development to which to 
transfer when implementing mandatory transfers for redevelopment or 
rehabilitation of units. 

3. The conditions for good standing are:  no repayment agreement or unpaid 
balance at any time in the past year; good credit history with utility companies 
(when applicable); no criminal activity or history of disturbances that resulted in 
lease violations or violations as defined in GHA’s One Strike Policy as indicated 
by notices of lease violation in the resident’s file; and a good housekeeping 
record, as indicated by housekeeping inspection reports in the resident’s file. 

4. GHA will provide written notice a minimum of 60 days in advance of the 
transfer date for mandatory transfers. For transfers subject to the Uniform 
Relocation Act (URA), GHA will provide notice in accordance with URA 
standards. 

5. Refusal of a mandatory transfer can be grounds for lease termination.   

 

13.3  Resident Requested Transfers 

Resident requested transfers are transfers, (other than a request for an emergency 
transfer as described in Section 11, A, 4 of this policy), for the convenience of the 
residents, transfers which adjust for overcrowding or transfers to permit a family that 
requires a unit with accessible features to occupy such a unit and are available to 
residents in good standing who have resided in a development for at least one year. 
 
Resident requested transfers shall only be permitted within the same community in 
which the resident resides.  Resident requested transfers will not be permitted for 
residents who desire to live in another GHA development or another type of 
development.  Residents must apply as a new admission to transfer to another public 
housing or mixed income community. 
 

13.4  Transfer Waiting List 

Emergency and mandatory transfers will have priority over new admissions and will 
be processed prior to selecting a new applicant from the waiting list. 

 
Resident requested transfers will be placed on the appropriate waiting list, according 
to date and time of transfer request and will be processed in conjunction with new 
applicants from the waiting list.  
 
Emergency and mandatory transfers will be based on the availability and appropriate 
bedroom size without regard to location. 
 
When transferring families into GHA buildings other than the building where the 
family currently resides, GHA will take into consideration issues of personal safety 
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as described in Section 11, A, 4 of this policy.  If such safety issues exist, and to the 
extent possible, GHA will provide the family an alternative unit.   
 
GHA will bear the cost of all emergency transfers.  GHA will also bear the cost of 
mandatory transfers related to closing a building, redevelopment or building 
rehabilitation or achieving vacancy consolidation.  

 

If a resident refuses to accept a transfer unit offered, without good cause, lease 
termination procedures will be implemented if the transfer is an emergency or 
mandatory transfer as described above.  If the transfer is a resident requested 
transfer, and the resident refuses a unit offered, the resident will not be 
permitted to request a subsequent transfer for a period of one year from the 
date of refusal of the unit offered.  
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SECTION 14 

LEASE ENFORCEMENT POLICY 

 

14.1 Lease Enforcement 

All provisions of the Residential Dwelling Lease shall be consistently and strictly 
enforced.  GHA will process lease terminations in accordance with all applicable 
HUD regulations and the dwelling lease. [24 CFR § 966.4 (l)(2)]. 

The Residential Dwelling Lease shall be renewed automatically, unless the family 
fails to comply with the Community Service Requirement or Self-Sufficiency 
Activities.   

 
14.2   Service Requirements 

Except for an exempt family member as defined in this policy, each adult resident 
of the household must contribute 8 hours per month of community service; or 
participate in an economic self-sufficiency program for 8 hours per month; or 
perform 8 hours of a combination thereof. 

GHA shall contract for the administration of the community service and self-
sufficiency activities through partnerships with those entities responsible for the 
delivery of resident services at each GHA development. GHA shall provide a 
written description of the service requirements, the process for claiming 
exemption, and GHA’s verification of such status, to all residents at least 90 days 
prior to the required implementation date. 

GHA will review the family’s compliance with the service requirements annually 
at the time of annual reexamination of family composition and/or income.  

Exempt household members under this requirement include any household whose 
head, co-head or sole member is elderly or disabled. 

   

14.3   Record Keeping Requirements 
A written record of lease violations and termination actions shall be maintained by 
GHA, and shall contain the following information:  

1.  Name of resident, number and identification of unit occupied; 

2.  Date of the Notice of Lease Termination and any other notices required by State 
or local law; these notices may be on the same form and will run concurrently; 

3. Specific reason(s) for the Notices, the section of the lease violated, and other 
facts pertinent to the issuing of the Notices described in detail; 

4.   Date and method of notifying resident; and 

5.   Previous notices warning residents of actions or behavioral problems that rise to 
the level of a lease violation.  A summary of any conference held with the 
resident, including dates, names of conference participants, and conclusions.   
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14.4   Grievance 

1. When disputes arise between a resident and GHA concerning an action or 
failure to act in accordance with the Residential Lease Agreement, residents 
will have the opportunity to resolve this dispute through a grievance hearing 
according to GHA’s Grievance Procedures (24 CFR § 966.50).      

2. Grievance procedures will not apply to eviction or termination of tenancy 
cases involving any activity that threatens the health, safety, or right of 
peaceful enjoyment of the premises by other residents, persons residing in 
the immediate vicinity of the premises or GHA employees; or any violent or 
drug-related criminal activity on or near GHA property, and any criminal 
activity resulting in a felony conviction. (24 CFR § 966.51) 

 
 

The Housing Authority of the City of Gary, Indiana 
 

Public Housing Grievance Policy 

 
Purpose 
 
The Housing Authority of the City of Gary, Indiana, hereafter referred to as The Gary 
Housing Authority (GHA) shall provide Residents of Public Housing the opportunity to settle 
grievance against the Housing Authority, its agents and/or its employees.  The GHA 
Grievance Policy sets forth the requirements, standards, and criteria by which tenants are 
allowed an grievance hearing if the tenant disputes within a reasonable time any GHA action 
or failure to act involving the tenant’s lease with the GHA or GHA regulations which 
adversely affect the individual tenant’s rights, duties, welfare or status.  This policy shall be 
provided to all Residents upon execution of a Residential Lease Agreement and shall be 
incorporated as part thereof. 

 
Disputes: The Grievance Policy shall not be applicable to tenant disputes between 
residents not involving GHA, or to class action disputes.  Furthermore, the 
Grievance Policy is not a forum for initiating or negotiating policy changes between 
a group or groups of residents and GHA’s Board of Commissioners.  Therefore, 
individuals acting as Hearing Officers in accordance with the procedures outlined 
below will have no authority to change any provision of the Residential Lease 
Agreement, the Grievance Policy or any other related operational policy of GHA. 

 
Applicability 
 
The Gary Housing Authority shall respond to any tenant complaint which a resident may 
have with respect to GHA’s action or failure to act, provided that such action or failure to act, 
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adversely affects the individual resident’s rights, duties, welfare or status.  This policy shall 
apply to all individual grievances unless otherwise stated herein.  This policy does not in 
anyway prohibit any individual resident from seeking other remedies, which may be 
available under federal, state and/or local laws. 
 
Due Process 
 
The U.S. Department of Housing and Urban Development (HUD) has issued a due process 
determination that the laws of the State of Indiana require that a resident be given the 
opportunity for a hearing in a court, which provides the basic Elements of Due Process, 
before eviction from a dwelling unit.  Therefore, this Grievance Policy shall not apply to any 
termination of tenancy or eviction that involves the following: 

 

• any criminal activity that threatens the health, safety, or right to peaceful 
enjoyment of the premises by other residents or employees of GHA; 

 

• any drug-related criminal activity on or off  such premises; 
 

• violent criminal activity on or off the premises; or, 
 

• any activity resulting in a felony conviction of any member of the household. 
 

Informal Settlement of Grievance 
 
Any grievance shall be personally presented, either orally or in writing, to the GHA Central 
Office or to the office of the project in which the complainant resides so that the grievance 
may be discussed informally and settled without a hearing.  A summary of such discussion 
shall be prepared within a reasonable time and one (1) copy shall be given to the tenant and 
one retained in the GHA’s tenant file.  The summary shall specify the names of the 
participants, dates of meeting, the nature of the proposed disposition of the complaint and the 
specific reasons therefore, and shall specify the procedures by which a hearing under 24 CFR 
966.55 may be obtained if the complainant is not satisfied. 
 
Definitions 
 
The following definitions shall apply to this policy and the corresponding procedures. 
 

• Grievance – any dispute which a tenant may have with respect to GHA actions or failure 
to act in accordance with the individual’s lease agreement or GHA regulations which 
adversely affect the individual tenant’s rights, duties, welfare or status. 

 

• Complainant – any tenant whose grievance is presented to the GHA or at the project 
management office in accordance with the procedures outlined in this policy and federal 
regulations cite in 24 CFR 966.54 and 966.55(a). 
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• Elements of Due Process – an eviction action or a termination of tenancy in a state or 
local court in which the following procedural safeguards are required: 

 
(1) Adequate notice to the tenant of the grounds for terminating the tenancy and for 

evictions; 
(2) Right of the tenant to be represented by counsel; 
(3) Opportunity for the tenant to refute the evidence presented by the GHA including the 

right to confront and cross-examine witnesses and to present any affirmative legal or 
equitable defense which the tenant may have; 

(4) A decision on the merits 
 

• Hearing Officer – a person selected in accordance with federal regulation 24 CFR 
966.55 to hear grievances and render a decision with respect thereto. 

 

• Hearing Panel – a panel selected in accordance with federal regulations 24 CFR 966.55 
to hear grievances and render a decision with respect thereto. 

 

• Tenant – the adult person (or persons) other than a live-in aide: 
 

(1) Who resides in the unit, and who executed the lease with the GHA as lessee of the 
dwelling unit, or if no such person now resides in the unit, 

(2) Who resides in the unit, and who is the remaining head of household of the tenant 
family residing in the dwelling unit. 

• Resident Organization – includes a resident management corporation. 
 

• Drug-Related Activities -  The illegal manufacture, sale, distribution, use or possession 
with intent to manufacture, sell, distribute, or use a controlled substance as defined in 
Section 102 of the Controlled Substances Act (21 U.S.C. Section 802)  
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SECTION 15 

HOPE VI HOMEOWNERSHIP PROGRAM 
 
The Gary Housing Authority wishes to foster homeownership among its present public 
housing and Section 8 program participants as well as other income eligible households who 
may apply for either program.  In furtherance of this goal, the Authority will implement 
programs that provide opportunities for homeownership as the circumstances allow. 
 
Scattered Site Homeownership Program 
 
To Be Provided by Section 8 or Housing Operations 
 
HOPE VI Lease-To-Purchase Homeownership Program 
 
Pursuant to the Duneland Village HOPE VI grant awarded to the Gary Housing Authority, 
the Authority submitted to HUD a proposed Lease-to-Purchase Homeownership Plan (The 
Plan).  By letter dated November 21, 2002 this plan was approved by HUD and became 
effective on December 3, 2002 upon execution by both HUD and the Gary Housing 
Authority.  This Plan is hereby incorporated in its entirety (and included as an exhibit), but 
important ACOP issues are detailed below. 
 

15.1  General Terms of the HOPE VI Lease-To-Purchase Program 
 
Except as enumerated below or in the approved Lease-To-Purchase Homeownership Plan, all 
terms and conditions of this Governing Admission and Continued Occupancy of Low Rent 
Public Housing Statement apply to the HOPE VI Lease-To-Purchase Program. 
 

15.2  Participant Selection 
 
Pursuant to the Approved HOPE VI Lease-To-Purchase Plan, there will be a separately 
maintained Site Based Waiting list for participants in this Program.  This waiting list will be 
maintained by the department responsible for the program in coordination with the 
Applications Department.  (At this time said department is the HOPE VI office.)  Interested 
applicant can apply at either the office during regular business hours or by response to 
outreach efforts that are conducted.  The following guidelines apply: 
 

i. Eligibility 
a. Pursuant to the preferences listed below, prospective HOPE VI Lease-To-

Purchase program participants will be present participants in the public 
housing and Section 8 program. 

b. As such they must be income eligible for their respective programs. 
c. Further they must be in good standing in their program, that is, current in their 

rent payments and in compliance with the terms of their lease. 
d. They must be desirous of and prepared to assume the obligations of 

homeownership. 
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e. They must be willing to undergo the counseling detailed and required in the 
Homeownership Plan. 

f. They must be willing to comply with the terms of the Lease-To-Purchase 
Homeownership Program lease and assume many everyday maintenance 
chores. 

g. Further they must have the reasonable expectation of earning $25,000 per year 
at time of purchase (one to three years after occupancy) and therefore, must be 
employed or in a program that will result in their employment within the 
specified period.  [This last requirement may be modified if the Authority 
institutes a Section 8 Homeownership in which these applicants can 
participate.] 

h. Normal occupancy rules apply in determining allocation of houses of different 
bedroom sizes, although as this is a homeownership program, reasonable 
under-occupancy will be permitted. 

ii. Preferences 
Participants in the HOPE VI Lease-To-Purchase Program will be offered in the 
following order to qualified participants: 

1. Residents of Duneland as of the time of the HOPE VI application. 
2. Other public housing residents 
3. Section 8 participants in the FSS Program 

 
Should there be applicants with equal eligibility and preference status, selection will be by 
date and time of the application. 
 

15.3  General Terms 
 
In general, program participants of the HOPE VI Lease-To-Purchase Program during the 
period of tenancy must comply with regular public housing rules.  However, the terms 
contained in the Approved HOPE VI Lease-To-Purchase Homeownership Lease spell out 
additional responsibilities relative to the process of preparing for homeownership. 
 

i. Rules of Occupancy 
 

Program participants are expected to progress to homeownership as quickly as 
possible. 

 
1) Participants in the HOPE VI Lease-To-Purchase Homeownership Program are 

expected to comply with all the terms of their lease and general public housing 
rules.  This includes but is not limited to timely rent payment, maintaining the 
premises as described in the lease, respecting the quiet enjoyment of neighbors, 
complying with program requirements (income verification, inspection, etc.) 

2) Participants are required to prepare themselves for homeownership within the 
one to three year period specified in the Plan and the lease.  This includes 
successfully completed the various training courses identified in the Plan, 
assuming most of the cleaning and maintenance chores, working with the GHA 
designated counselor to navigate the home purchase process, etc. 
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15.4  Termination 
 
Participants are subject to termination from the program and eviction from their unit for the 
following causes: 
 

i. Violation of Lease 
 

Participants are subject to eviction and termination for violating basic 
provisions of the lease such as rent payment, providing required information, 
respecting the quiet enjoyment of neighbors, etc. 
 

ii. Failing to Comply with Homeownership Program Requirements 
 

1. Participants who either state or make clear by their actions (failure 
to work with homeownership counselor, take required training 
course, interest in a different unit, will not meet income 
requirements, will not be able to provide down payment, etc.) that 
they are no longer pursing or capable of pursuing ownership of the 
specific unit in which they are residing shall be relocated from the 
unit, and may be subject to termination from the program. 

 
2. Participants who do not complete the purchase of the 

homeownership unit in which they reside shall be relocated from 
the unit, and may be subject to termination from the program. 

 
HOPE VI Public Housing Residents 
 
The Duneland Village HOPE VI mixed-income, mixed finance rental complex is governed 
by a Management Plan that was adopted by the Gary Housing Authority and Duneland 
Village LLC, the owners of the complex, and submitted to HUD as part of the evidentiaries 
for approval.  The said Management Plan incorporates substantially all the terms of the 
Agency’s Admission and Continued Occupancy Policies.  However, by the terms of the 
Management Plan, for the public housing residents at the Duneland HOPE VI site, the 
Management Plan is the governing document and takes precedence in cases where the terms 
differ. 
 
Tenant Selection 
 
Pursuant to the Management Plan adopted by the Authority after negotiation with the site 
owner and approved by HUD, residents of Duneland at the time the HOPE VI application 
was submitted have priority during initial lease-up. These residents will have a ninety-day 
period to exercise this right.  The ninety-day period will begin at least forty-five (45) days 
prior to general marketing by the owner and its managing agent.  After this ninety-day 
period, the owner and its managing agent will maintain a site-based waiting list for the public 
housing units, and tenant selection will be based on the terms of the Management Plan. 
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SECTION 16 

DEFINITIONS OF TERMS 

 

Accessible Dwelling Units - when used with respect to the design, construction or 
alteration of an individual dwelling unit, means that the unit is located on an 
accessible route and when designed, constructed, altered, or adapted can be 
approached, entered, and used by individuals with physical disabilities.  A unit that is 
on an accessible route and is adaptable and otherwise in compliance with the 
standards set forth in (24 CFR § 8.32 & § 40) the Uniform Federal Accessibility 
Standards] is “accessible” within the meaning of this paragraph. When a dwelling 
unit in a existing facility is being made accessible for use by a specific individual, the 
unit will be deemed accessible when it meets the standards that address the 
impairment of that individual. 

Accessible Facility  - means all or any portion of a facility other than an individual 
dwelling unit used by individuals with physical disabilities (24 CFR § 8.3). 

 
Accessible Route - for persons with a mobility impairment, a continuous 
unobstructed path that complies with space and reach requirements of the Uniform 
Federal Accessibility Standards. For persons with hearing or vision impairments, the 
route need not comply with requirements specific to mobility (24 CFR  § 8.3 & § 40.3.5). 

Adaptability - the ability to Change certain elements in a dwelling unit to 
accommodate the needs of disabled and non-disabled persons; or ability to meet the 
needs of persons with different types and degrees of disability (24 CFR § 8.3 & § 40.3.5). 

Allocation Plan - the Plan submitted by the GHA and approved by HUD under 
which the GHA is permitted to designate a building or portion of a building for 
occupancy by Elderly Families or Disabled Families (24 CFR § 945). 

Alteration - any Change in a facility or its permanent fixtures or equipment. It does 
not include: normal maintenance or repairs, re-roofing, interior decoration or Changes 
to mechanical systems [24 CFR § 8.3 & § 8.23 (b)]. 

Applicant - a person or a family that has applied for admission to housing.  

Area of Operation - the jurisdiction of the GHA as described in State law and the 
GHA’s Articles of Incorporation. 

Assets - means “cash (including checking accounts), stocks, bonds, savings, equity in 
real property, or the cash value of life insurance policies. Assets do not include the 
value of personal property such as furniture, automobiles and household effects.” 
IMPORTANT: See the definition of Net Family Assets, for assets used to compute 
annual income (24 CFR § 5.603). 

Auxiliary Aids - means services or devices that enable persons with impaired 
sensory, manual, or speaking skills to have an equal opportunity to participate in and 
enjoy the benefits of programs or activities (24 CFR § 8.3).  
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Care attendant - a person that regularly visits the unit of a GHA resident to provide 
supportive or medical services. Care attendants have their own place of residence 
(and if requested by GHA must demonstrate separate residence) and do not live in the 
public housing unit. Care attendants have no rights of tenancy.  

Citizen - a citizen (by birth or naturalization) or national of the United States (24 CFR 

§ 5.504). 

Co-head of household - a household where two persons are held responsible and 
accountable for the family.  

Continued Assistance - a mixed family may receive continued housing assistance 
(full housing benefits instead of pro-rated rent) if: the head of household or spouse 
has citizenship or eligible immigration status (as of November 29, 1996), and the 
family composition consists of:  the children of the head of household and/or spouse 
and the parents of head of household and/or spouse (24 CFR § 5.518). 

Dependent - a member of the household, other than head, spouse, sole member, 
foster child, or Live-in Aide, who is under 18 years of age, or 18 years of age or older 
and disabled or a full-time student (24 CFR § 5.603). 

Designated Family - means the category of family for whom GHA elects to 
designate a project (e.g. elderly family in a project designated for elderly families) in 
accordance with the 1992 Housing Act (24 CFR § 945.105). 

Designated Housing (or designated project) - a project(s), or portion of a project(s) 
designated for elderly only or for disabled families only in accordance with a HUD 
approved allocation plan (24 CFR § 945. 105). 

Disabled Family -  means a family whose head, spouse, or sole member is a person 
with disabilities; or two or more persons with disabilities living together; or one or 
more persons with disabilities living with one or more live-in aides [24 CFR 5.403(b)]. 

Displaced Person - means a family in which each member, or whose sole member is 
a person displaced by governmental action, or a person whose dwelling has been 
extensively damaged or destroyed as a result of a disaster declared or otherwise 
formally recognized pursuant to Federal disaster relief laws. For purposes of 
redevelopment activities, a family may also be displaced as defined in the Uniform 
Relocation Act. Such families have been displaced if they have been required to 
permanently move from real property for the rehabilitation or demolition of such real 
property.  These families may be entitled to special benefits under the Uniform 
Relocation Act [49 CFR § 24.2 (g)].  

Divestiture Income - imputed income from assets disposed of by applicant or 
resident in the last two years at less than fair market value.  (See the definition of Net 
Family Assets in this section.) 

Elderly Family - means a family whose head, spouse, or sole member is a person 
who is at least 62 years of age; or two or more persons who are at least 62 years of 
age living together; or one or more persons who are at least 62 years of age living 
with one or more live-in aides. 
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Elderly Person - A person who is at least 62 years of age (24 CFR § 945.105).  

 

Eligible Immigration Status - For non-citizens, the proof of eligible immigration 
status consists of a signed certification of eligible immigration status and the original 
copy of an acceptable INS document. Examples:  Alien Registration Receipt Card 
(for permanent resident aliens), Arrival-Departure Record, Temporary Resident Card, 
Employment Authorization Card, or a receipt from INS for a replacement document 
for one of the above listed categories (24 CFR § 5.508).  

Family - One or more persons (with or without children) regularly living together, 
related by blood, marriage, adoption, guardianship or operation of the law who will 
live together in GHA housing.  Or two or more persons who are not so related, but 
can verify shared income or resources and who will live together in GHA housing. 
This definition includes but is not limited to:  

1. A family with or without children (the temporary absence of a child from the 
home due to placement in foster care shall not be considered in determining 
family composition and family size); 

2. An elderly family; 

3. A disabled family; 

4. A displaced family; 

5. The remaining member of a tenant family; and  

6. A single person who is not an elderly or displaced person with disabilities, or 
the remaining member of a tenant family [24 CFR § 5.403 (b)].   

Full-Time Student - a person who is carrying a subject load that is considered full-
time for day students under the standards and practices of the educational institution 
attended. Educational institution shall include but not be limited to: college, 
university, secondary school, vocational school, or trade school (24 CFR § 5.603). 

Head of the Household - means the family member (identified by the family) who is 
held responsible and accountable for the family.  

Individual with Disabilities Section 504 definition (24 CFR § 8.3) The Section 504 
definitions of Individual with Disabilities and Qualified Individual with disabilities 
are not the definitions used to determine program eligibility. Instead, use the 
definition of person with disabilities as defined later in this section. Note: the Section 
504, Fair Housing, and Americans with Disabilities Act (ADA) definitions are 
similar. ADA uses the term “individual with a disability.”  

 Individual with disabilities means any person who has a physical or mental 
impairment that:  

1. Substantially limits one or more major life activities;  

2. Has a record of such an impairment; or  

3. Is regarded as having such an impairment.   
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 For purposes of housing programs, the term does not include any 
individual who is an alcoholic or drug abuser whose current use of alcohol 
or drugs prevents the individual from participating in the program or 
activity in question, or whose participation, by reason of such current 
alcohol or drug abuse, would constitute a direct threat to property or the 
safety of others. 

 
 Definitional elements:  

1. As used in this definition the phrase, “physical or mental impairment” 
means any physiological disorder or condition, cosmetic disfigurement, or 
anatomical loss affecting one or more of the following body systems:  
Neurological; musculoskeletal; special sense organs; respiratory, including 
speech organs; cardiovascular; reproductive; digestive; genito-urinary; 
hemic and lymphatic; skin; and endocrine; or 

2. Any mental or psychological disorder, such as mental retardation, organic 
brain syndrome, emotional or mental illness, and specific learning 
disabilities.  The term “physical or mental impairment” includes, but is not 
limited to, such diseases and conditions as orthopedic, visual, speech and 
hearing impairments, cerebral palsy, autism, epilepsy, muscular dystrophy, 
multiple sclerosis, cancer, heart disease, diabetes, mental retardation, 
emotional illness, drug addiction and alcoholism. 

3. “Major life activities” means functions such as caring for one’s self, 
performing manual tasks, walking, seeing, hearing, speaking, breathing, 
learning and working. 

4. “Has a record of such an impairment” means a history of, or has been -
classified as having, a mental or physical impairment that substantially 
limits one or more major life activities. 

5. “Is regarded as having an impairment” means: 

a) Has a physical or mental impairment that does not substantially limit one 
or more major life activities but that is treated by a recipient as 
constituting such a limitation; 

b) Has a physical or mental impairment that substantially limits one 
or more major life activities only as result of the attitudes of others 
toward such impairment; or 

c) Has none of the impairments defined in this section but is treated 
by a recipient as having such an impairment. 
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The 504 definition of disabled does not include homosexuality, 
bisexuality, or transvestitism. Note: These characteristics do not 
disqualify an otherwise disabled applicant/resident from being covered.  
The 504 definition of individual with disabilities is a civil rights 
definition. To be considered for admission to public housing a person 
must meet the program definition of person with disabilities found in 
this section. 

 
Live-in Aide - a person who resides with an elderly person(s) or person(s) with 
disabilities and who: is determined by GHA to be essential to the care and well being 
of the person(s); is not obligated to support the family member; would not be living in 
the unit except to provide the necessary supportive services; and submits verification 
of qualifications or certification as a live-in aide by a social worker or health care 
provider (24 CFR § 5.403).   

        Live-in Aides shall comply with the following provisions.  

1. Before a Live-in Aide may be moved into a unit, a third-party verification 
must be supplied that establishes the need for such care and the fact that the 
person cared for will be able to remain in the unit and comply with the 
lease terms as the result of such care; 

2. Move-in of a Live-in Aide must not result in overcrowding of the existing 
unit (although, a reasonable accommodation for a resident with a disability 
may be to move the family to a larger unit); 

3. Live-in Aides have no right to the unit as a remaining member of a resident 
family; 

4. Relatives who satisfy the definitions and stipulations above may qualify as 
a Live-in Aide but only if they sign a statement prior to moving in 
relinquishing all rights to the unit as the remaining member of a resident 
family. 

5. A live-in aide can be a single person. A live-in aide with   a family may 
also be considered for admission to the unit provided that the addition of 
the Live-in Aide’s family does not result in overcrowding of the existing 
unit. The adult members of the live-in aide’s family must meet GHA’s 
screening criteria. 

6. A Live-in Aide will be required to meet GHA’s screening requirements 
with respect to past behavior especially: 

a) A record of disturbance of neighbors, destruction of property, or living 
or housekeeping habits at present or prior residences which may 
adversely affect the health, safety, or welfare of other tenants or 
neighbors; 

b) Criminal activity such as crimes of physical violence to persons or 
property and other criminal acts including drug-related criminal activity 
which would adversely affect the health, safety, or welfare of other 
residents or staff or cause damage to the unit or the development; and 
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c) A record of eviction from housing or termination from residential 
programs.   

Low-Income Household - a family whose annual income does not exceed 80 percent 
of the median income for the area as determined by HUD with adjustments for 
smaller and larger families (24 CFR § 5.603). 

Medical Expense Allowance - for purposes of calculating adjusted income for 
elderly or disabled families only, medical expenses mean the medical expense in 
excess of 3% of Annual Income, when these expenses are not compensated for or 
covered by insurance (24 CFR § 5.603). 

Minor - A minor is a person less than 18 years of age.  An unborn child will not be 
considered as a minor.  (See definition of dependent.) Some minors are permitted to 
execute contracts, provided a court declares them “emancipated.”  

Mixed Family - a family whose members include those with citizenship or eligible 
immigration status, and those without citizenship or eligible immigration status. 
Mixed families are eligible for housing assistance based on a pro-rated rent (24 CFR § 
5.504). 

Mixed Population Housing Development - means a public housing development for 
elderly and disabled families. The GHA is not required to designate this type of 
project under 24 CFR 945 or prepare an allocation plan (24 CFR § 945.105). 

Multifamily Housing Development - for purposes of Section 504, means a project 
containing five or more dwelling units (24 CFR § 8.3). 

National - person who owes permanent allegiance to the United States, for example, 
as a result of birth in a United States territory or possession (24 CFR § 5.504). 

Flat Rents – The rental value of the unit if the PHA could lease the public housing 
unit on the private market.  In determining flat rents, the location, quality, size, type 
and age must be considered. 

Net Family Assets (24 CFR § 5.603 and 24 CFR § 5.609) - the net cash value, after 
deducting reasonable costs that would be incurred in disposing of:  

1. Real property (land, houses, mobile homes); 

2. Savings (CDs, IRA or KEOGH accounts, checking and savings accounts, 
precious metals); 

3. Cash value of whole life insurance policies; 

4. Stocks and bonds (mutual funds, corporate bonds, savings bonds); 

5. Other forms of capital investments (business equipment); 

6. Net cash value is determined by subtracting the reasonable costs likely to 
be incurred in selling or disposing of an asset from the market value of the 
asset.  Examples of such costs are:  brokerage or legal fees, settlement costs 
for real property, or penalties for withdrawing saving funds before 
maturity;  
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7. Net Family assets also include the amount in excess of any consideration 
received for assets disposed of by an applicant or resident for less than fair 
market value during the two years preceding the date of the initial 
application or re-examination.  This does not apply to assets transferred as 
the result of a foreclosure or bankruptcy sale; and 

8. In the case of a disposition as part of a separation or divorce settlement, the 
disposition will not be considered to be less than fair market value if the 
applicant or resident receives important considerations not measurable in 
dollar terms (24 CFR § 5.603).  

Person with disabilities (24 CFR § 945.105) - means a person who: 

1. Has a disability as defined in Section 223 of the Social Security Act (42 

USC. 423); or, 

2. Is determined to have a physical or mental impairment that: 

a) Is expected to be of long continued and indefinite duration; 

b) Substantially impedes his/her ability to live independently; and, 

c) Is of such nature that such disability could be improved by more 

suitable housing conditions; or, 

3. Has a developmental disability as defined in Section 102 (5) (b) of 

the Developmental Disabilities Assistance and Bill of Rights Act [42 

USC. 6001 (5)].  

Portion of development - includes, one or more buildings in a multi-building 
project; one or more floors of a project or projects; a certain number of 
dwelling units in a project or projects (24 CFR § 945.105). 

Pro-rated Rent - Calculated by subtracting the Total Tenant Payment (TTP) from the 
Maximum Rent. The result is the family maximum subsidy.  Divide the family 
maximum subsidy by the number of household members.  This is the member 
maximum subsidy.  Multiply the member maximum subsidy by the number of 
family members with citizenship or eligible immigration status. This is the 
eligible subsidy.   Subtract the eligible subsidy from the maximum rent to 
arrive at the family’s rent (24 CFR § 5.520).    

Development, Section 504 - means the whole of one or more residential structures 
and appurtenant structures, equipment, roads, walks, & parking lots which are 
covered by a single contract for Federal financial assistance or application for 
assistance, or are treated as a whole for processing purposes, whether or not located 
on a common site (4 CFR § 8.3). 

Qualified Individual with Disabilities, Section 504 - with respect to any non-
employment program or activity which requires a person to perform a service or to 
achieve a level of accomplishment, means an individual with disabilities who meets 
the essential eligibility requirements and who can achieve the purpose of the program 
or activity without modifications in the program or activity that the recipient (GHA) 
can demonstrate would result in a fundamental alteration in its nature (24 CFR § 8.3). 
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1. Essential eligibility requirements include: “…stated eligibility 
requirements such as income as well as other explicit or implicit 
requirements inherent in the nature of the program or activity, such as 
requirements that an occupant of multifamily housing be capable of 
meeting the recipient’s selection criteria and be capable of complying 
with all obligations of occupancy with or without supportive services 
provided by persons other that the recipient. 

2. For example, a chronically mentally ill person whose particular 
condition poses a significant risk of substantial interference with the 
safety or enjoyment of others or with his or her own health or safety in 
the absence of necessary supportive services may be “qualified” for 
occupancy in a project where such supportive services are provided by 
the recipient as a part of the assisted program. The person may not be 
“qualified” for a project lacking such services.  

Service Provider - means a person or organization qualified and experienced in the 
provision of supportive services, and that is in compliance with any licensing 
requirements imposed by State or local law for the type of service or services to be 
provided. The service provider may provide the service on either a for-profit or not-
for-profit basis (24 CFR § 945.105). 

Single Person - means a person who lives alone or intends to live alone, who is not 
an elderly person, a person with disabilities, a displaced person, a near-elderly person, 
or the remaining member of a tenant family. 

Standard Permanent Replacement Housing [24 CFR § 950.305(a)(2)] - such housing 
is:  

1. Decent, safe, and sanitary; 

2. Adequate for the family size; 

3. Occupied pursuant to a lease or occupancy agreement; and  

4. Does not include a transient facility such as a motel, hotel, or temporary 
shelter for victims of domestic violence or homeless families. In the case of 
domestic violence, the term does not include the housing unit that the 
applicant, applicant’s spouse, or other member shared with the person who 
engaged in the violence. 

Spouse - means the husband or wife of the head of the household. 

Supportive Services - means services available to persons residing in a development, 
requested by disabled families and for which there is a need. The term may 
include, but is not limited to, meal services, health-related services, mental 
health services, services for non-medical counseling, meals, transportation, 
personal care, bathing, toileting, housekeeping, chore assistance, safety, group 
and socialization activities, assistance with medications (in accordance with 
State law), case management, and personal emergency (24 CFR § 945.105). 

 



 -72- 

Supportive Services Plan - The plan describing how GHA will provide or arrange 
for the provision of the appropriate supportive services requested by the disabled 
families who will occupy the designated housing and who have expressed a need for 
these services. [24 CFR § 945.205(b)]  

Tenant Rent - The amount payable monthly by the Family as rent to GHA.  Where 
all utilities (except telephone) and other essential housing services are supplied by the 
Authority, Tenant Rent equals Total Tenant Payment. Where some or all utilities 
(except telephone) and other essential housing services are not supplied by the GHA 
and the cost thereof is not included in the amount paid as rent, Tenant Rent equals 
Total Tenant Payment less the Utility Allowance (24 CFR § 5.603). 

Total Tenant Payment (TTP) - The portion of rent that is based on a resident’s 
income.  The greater of 30% of the monthly Adjusted Income (as defined in these 
policies) or 10% of the monthly Annual Income (as defined in these policies) or 
Welfare Rent, but never less than the Minimum Rent.  If the Resident pays the 
utilities, the amount of the Utility Allowance is deducted from the TTP.  See the 
definition for Tenant Rent. (24 CFR § 5.613). 

Uniform Federal Accessibility Standards - Standards for the design, construction, 
and alteration of publicly owned residential structures to insure that physically 
disabled persons will have ready access to and use of such structures. The standards 
are set forth in Appendix A to 24 CFR Part 40. See cross reference in 504 regulations 
[24 CFR § 8.32 (a)]. 

Utilities - means water, electricity, gas, other heating, refrigeration and cooking fuels, 
trash collection, and sewerage services.  Telephone service is not included as a utility 
(24 CFR § 5.603). 

Very Low-Income Family - means a family whose Annual Income does not exceed 
50 percent of the median Annual Income for the area, with adjustments for smaller 
and larger families, as determined by the Secretary of Housing and Urban 
Development (24 CFR § 5.603). 

Utility Reimbursement - means funds that are reimbursed to a resident when the 
Utility Allowance for a unit exceeds the resident’s Total Tenant Payment (24 CFR § 

5.603). 

Economic Self-Sufficiency Program (24 CFR § 5.603(b). - any program designed to 
encourage, assist, train, or facilitate the economic independence of HUD assisted 
families or to provide work for such families.  These programs include programs for 
job training, employment counseling, work placement, basic skills training, 
education, English proficiency, workfare, financial or household management, 
apprenticeship, and any program necessary to ready a participant for work (including 
a substance abuse or mental health treatment program), or other work activities.  

Extremely Low Income Family - a family whose annual income does not exceed 30 
percent of the median income for the area (AMI), as determined by HUD, with 
adjustments for smaller and larger families, except that HUD may establish income 
ceilings higher or lower than 30% of the median income for the area if HUD finds 
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that such variations are necessary because of unusually high or low family incomes. 
(24CFR 5.603 (b). 

Flat Rent – a rent determined by the GHA based on the market rent charged for 
comparable units in the private unassisted rental market, equal to the estimated rent 
for which GHA could promptly lease a public housing unit after preparation for 
occupancy. (24CFR 960.253 (b). 







































































































































































































































































































































































 

WELCOME TO THE GARY HOUSING AUTHORITY 
 
 

Dear Employee, 
 
 
On behalf of your colleagues and the Board of Commissioners, I welcome you to the Gary Housing Authority 
(GHA) and wish you every success here.  The staff of GHA takes great pride in offering a valuable service in 
the affordable housing industry.  We at GHA have a mission to be a top performing agency that provides 
quality and affordable housing, contributes to safe communities, and encourages individual and family self-
sufficiency. 
 
We believe that each employee contributes directly to GHA’s growth and success, and we hope you will take 
pride in being a member of our team. 
 
GHA provides you this Personnel Policy Manual to describe some of the expectations of our employees and to 
outline the policies, programs, and benefits available to eligible employees.  As an employee, you should 
familiarize yourself with the contents of the policy manual as soon as possible for it will answer many questions 
about the operations of the Authority. 
 
We hope that your experience here will be challenging, enjoyable and rewarding.  GHA hopes your 
professional efforts will reflect the personal commitment and pride that you bring as a valued member of the 
organization.  Again, welcome to GHA! 
 
 
Sincerely, 
 
 
 
Alfreda M. Peterson 
Executive Director 
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APPLICATION AND REVISION OF POLICIES 
 
This policy manual is an overview and summary of the Gary Housing Authority’s (“GHA” or the 
“Authority”) policies and procedures, which are presently in effect. As policies, procedures and 
benefits are revised, changes will be communicated to all employees through standard 
communication channels. Advance notice may not always be possible. 
 
The policies and procedures contained in this manual constitute guidelines only. They do not 
constitute part of an employment contract nor are they intended to make any commitment to any 
employee concerning how an individual employee action can, should, or will be handled.  
Moreover, the Executive Director of the Authority reserves the right in his/her sole discretion, with 
or without notice, to revise any Policy herein, as well as to institute programs or policies which 
may be inconsistent with the policies herein subject to the approval by the Board of 
Commissioners. 
 
The Authority reserves the right to terminate any employee at any time “at will” (with or without 
cause).  A supervisor or manager of GHA has no authority whatsoever to make any contrary 
representations to any employees. 
 
Rights granted to employees by way of these policies are in addition to those found in applicable 
collective bargaining agreements.  If any policy conflicts with a specific provision contained in the 
collective bargaining agreement, the collective bargaining agreement shall prevail.  Certain 
specialized departments and special programs may have additional and/or different rules which 
supersede those in this manual. 
 
If you have any questions, or wish to have further information about any particular guideline in 
this manual, please contact the Human Resources Department. 
 
This policy manual supersedes all previous manuals, letters, memoranda, and understandings. 
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ADMINISTRATIVE POLICIES 
 
Agency Objectives 
 
The primary objective of the Gary Housing Authority (GHA) is to provide safe, decent, and 
sanitary housing to those individuals and families who cannot otherwise afford such housing in 
the private sector. 
 
It is the policy of GHA to provide equal opportunity to every employee and every applicant for 
employment and under no circumstances discriminate against said employee or applicant 
because of race, religion, sex, color, creed, national origin, disability or political an/or union 
affiliation and that benefits granted to one employee shall be granted to all employees as nearly 
as practicable. 
 
It is the intent of GHA to treat all employees fairly and equitably.  Each employee, in turn, must 
recognize and participate fully in the superior and overriding obligation to GHA to provide quality 
low-income housing to person in need thereof, and to judiciously utilize the public funds entrusted 
to it.  Policies within the Personnel Policy Handbook are to be administered with these 
responsibilities and obligations in mind. 
 
Equal Employment Opportunity 
 
The Equal Opportunity Policy applies to all departments of the Gary Housing Authority.  The 
Authority maintains a strong policy of equal employment opportunity for all employees and 
applicants for employment.  We hire, train, promote, and compensate employees on the basis of 
personal competence and potential for advancement without regard of race, creed, color, religion, 
gender, national origin, sex, age, marital status, disability, citizenship, handicapping conditions, or 
any political affiliation as well as other classifications protected by applicable state and/or local 
laws. 
 
A special effort will be made to eliminate any discriminatory practices that are identified.  Efforts 
will include aggressive recruitment of minorities with the goal of having a workforce that 
represents the Authority’s available labor market at all levels within the organization. 
 
Our equal employment opportunity philosophy applies to all aspects of employment with the Gary 
Housing Authority including:  recruiting, hiring, training, transferring, promoting, job benefits, pay 
dismissal, and social and recreational activities.  Further, the facilities, programs, and services 
will be made available to the public on a non-discriminatory basis. 
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EMPLOYMENT 
 
DEFINITIONS OF EMPLOYMENT STATUS 
 
I. PURPOSE 
  
 To help provide uniformity and equity in applying personnel policies and benefits. 
 
II. SCOPE 
 These definitions apply to all GHA employees. 
 
III. POLICY 
 
 The Authority maintains standard definitions of employment status and classifies 

employees for purposes of personnel administration and related payroll transactions 
according to the following definitions: 

 
 Exempt:  Employees whose positions meet specific tests established by the Fair Labor 

Standards Act (FLSA) to be exempt from overtime pay requirements.  This includes all 
directors, assistant directors, managers, and coordinators. 

 
 Non-exempt:   Employees whose positions do not meet the FLSA exemption tests and 

who are paid a multiple of their regular rate of pay for overtime, as required by the FLSA. 
 
 Full-time:  Employees scheduled to work 40 hours or more per week. 
 
 Part-time:  Employees scheduled to work less than 32 hours per week. 
 
 Probation Period Employee:  New employees with less than 90 days of service unless 

otherwise extended by the Executive Director, at his/her sole discretion. 
 
 Regular Employees:  Employees who have completed the 90-day probation period with 

written confirmation (Employee Performance Appraisal) by their supervisor. 
 
 Temporary Employees/Seasonal Workers:  Employees who are hired for a pre-

established period usually during peak workloads or for vacation relief.  They may work 
full-time or part-time schedules.  Temporary employees are seasonal workers and are 
ineligible for any GHA benefits, including holiday pay. 

 
 Force Account Employees:  Employees who are hired on a temporary basis to conduct 

work under GHA’s Capital Grant Program.  These employees will be considered as 
temporary and follow the definition of a temporary employee. 
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TRANSFERS 
 
I. PURPOSE 
  
 To provide guidelines for employee transfers. 
 
II. SCOPE 
 
 This policy applies to all employees. 
 
III. POLICY 
 
 Transfer of an employee from one position to another of like status may be enacted by the 

Executive Director, or those persons designated by the Executive Director, when such a 
transfer is considered to be in the best interest of the Authority. 
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RECRUITING AND SELECTION 
 
I. PURPOSE 
 
 To establish the authority and responsibility of GHA personnel in recruiting and selecting 

employees; to maximize GHA efforts and resources in selecting the best employees 
available. The interview team will consist of the Human Resource Director, the Director of 
the Department for the potential employee (or his/her designee), and any other qualified 
individual under the direction of the Executive Director.  The exception to this will be when 
a Director is being interviewed.  In this case, the interview team will consist of the Human 
Resource Director, the Chairman of the Personnel Committee from the Board (or 
designee), and the Executive Director (or designee). 

 
II. SCOPE 
 This policy applies to recruiting and selecting employees for all positions. 
 
III. POLICY 
 
 When a personnel vacancy occurs, the appropriate supervisor and the Human Resources 

Director will conduct a joint recruiting and selection program designed to identify the most 
qualified individual for the position, after carefully considering first, current GHA 
employees, and second, qualified residents. 

 
IV. PROCEDURE 
 
 The following steps govern the recruiting and selection process: 
 
 
Responsibility  Action 
   
Supervisor 1. When an opening occurs, notify the Executive 

Director by Inter-Office Memorandum, 
including all job-related requirements 
necessary for proper applicant screening. 

   
Human Resources Department 1. Notify Directors by Inter-Office Memorandum 

the position(s) available to employees for 
promotional consideration. 

 2. Notice will run for a minimum of five (5) days 
and must be posted on all bulletin boards 
throughout the Authority.  Note: The Authority 
may advertise any job vacancy concurrently 
with an internal posting. 

 3. Provide copy of job openings to  Resident 
Tenant Council and to Property Managers for 
disbursement/posting at properties. 

   
Employee 1. An employee who feels that he/she is 

qualified for a position shall apply in writing to 
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the Director of Human Resources within the 
days specified on the notice.  Applications 
must include updated resume, references, 
and other information as outlined in the 
position notice, in order to be considered.  
Applications received in Human Resources 
after the deadline date will not be accepted. 

   
Human Resources Department 1. Upon receipt of the employee’s written 

application and supporting materials, the 
Human Resources Department will stamp the 
date on which the application was received. 

 2. After the deadline has passed, the Human 
Resources Department will screen incoming 
applications and information to identify 
candidates who are generally qualified. 

 3. The applications of candidates who are 
generally qualified for the position will be 
forwarded to the Department Head in relation 
to the vacancy, via GHA Form “Qualified Job 
Applicants. 

   
Interview Team 1. Interview Team will interview each qualified 

applicant and advise the Department Head 
whether or not, in his/her opinion, the 
applicant is qualified to fill the position, 
making notes as to strong points and weak 
points in relationship to the position. 

 2. Interview Team will consider the applicant’s 
ability, training, character, and attitude, in 
relation to the essential job functions, as a 
basis for determining qualifications.  Where 
qualifications of current employees 
considered for the position are otherwise 
equal, seniority shall be the determining 
factor. 

 3, Interview Team will make its 
recommendations to the Executive Director, 
in writing, along with reasons. 

   
Human Resources Department 1. If a current employee is chosen for the 

position, a copy of the payroll change will be 
sent to the supervisor of the promoted 
employee and to the employee. 

 2. HR will write each unsuccessful applicant 
who applied for the position. 

 3. HR will conduct reference checks upon 
request.  A candidate for an Executive Staff 
position will be required to undergo a full 
Federal Bureau of Investigations (FBI) 
background check. 

 4. HR will advise supervisor and Department 
Head on appropriate starting salary. 
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 5. HR will confirm oral job offer in writing and 
arrange for beginning work date. 

 6. HR will arrange for the hired applicant(s) to 
complete the following: 

a. I-9 form 
b. W-4 form 
c. GHA Medical Evaluation 
d. Insurance forms 
e. Outside Employment form 
f. Pension Plan Beneficiary Designation 
g. Police Report form 
h. Drug Test 
i. Obtain copy of driver’s license 

   
     
  

 
V. FOLLOW-UP AND DOCUMENTATION 
 
 The Human Resources Director will notify all unsuccessful candidates.  In the event 

present employees of the Authority shall apply for a higher position and are rejected, they 
shall be notified in writing by the Authority.  Said notice shall inform the rejected employee 
that if a request is made to the Human Resources Director, a conference will be arranged 
to inform the requesting employee of the reason(s) for rejection. 

 
 Solicited applications and related material, including interview notes for all interviewed 

candidates will be maintained in the Human Resources Department for one year. 
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EMPLOYMENT OF RELATIVE (NEPOTISM) 
 
 I. PURPOSE 
 
  To prevent problems of supervision, safety, security and morale. 
 
 II. SCOPE 
  
  This policy applies to all employees. 
 
 III. POLICY 
 
  Applications for employment from close family relatives will be considered with 

 other qualified applications when personnel vacancies occur.  Some restrictions in 
 job placement will apply to prevent problems of supervision, safety, security and 
 morale. 

 
 IV. DEFINITIONS 
   

For the purpose of this policy, a close family relative is an individual who is related 
to an Authority employee as father, mother, son, daughter, brother, sister, uncle, 
aunt, first cousin, nephew, niece, husband, wife, father-in-law, mother-in-law, son-
in-law, daughter-in-law, brother-in-law, sister-in-law, stepfather, stepmother, 
stepson, stepdaughter, stepbrother, stepsister, half brother or half sister, as well as 
employees involved in relationships, which in the Authority’s judgment are 
characterized by permanence, duration, and stability normally associated with 
marriage. 

 
 V. PROCEDURE 
   

A. Close family relatives will not be hired by the Authority without the prior 
approval of the Executive Director; 

 
B. Close family relatives will not be hired into a department where they directly 

or indirectly supervise or are supervised by another close family 
member(s); 

   
C. Close family relatives will not be placed in positions where they work with 

or have access to sensitive or confidential information regarding other 
close family relatives, or, if there is an actual or apparent conflict of interest; 
and 

 
D. If an employee becomes a close family relative after employment and a 

conflict of interest or management problem of supervision, safety, security 
or morale result; or, if a reorganization creates such a conflict, reasonable 
time may be provided to resolve the matter.  If resolution is not possible, 
the Authority may require one or both of the employees to transfer or 
resign. 
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TYPES OF APPOINTMENTS 
 
I. PURPOSE 
 
 To establish the Authority and responsibility of GHA personnel and to establish the 

precedence of appointments. 
 
II. SCOPE 
 
 This policy applies to all employees. 
 
III. POLICY 
   
 The Executive Director is hired by the Board of Commissioners and the tenure for this 

employment shall be deemed at the will and pleasure of the Board of Commissioners.  
The Board of Commissioners of the Gary Housing Authority has delegated authority to the 
Executive Director, as its representative to employ, discharge, transfer, or change the 
status of any employee, which is considered in the best interest of the Housing Authority, 

  
IV. PROCEDURE 
 
 Regular Appointments 
 
 The Senior Staff of the Authority is considered to be the Deputy Executive Director, 

Department Directors and the Internal Auditor. 
 
 Continuing positions with the Authority as included in the annual budget are designated as 

regular positions.  Any new employee appointed to a position must serve a probationary 
period. 

 
 All employees serve at the will of the Executive Director, without any fixed term of 

employment.  Employees in these positions may be transferred, promoted, demoted or 
terminated, with or without cause as deemed in the best interest of the Authority by the 
Executive Director. 

 
Temporary Appointments 

 
Temporary appointments shall be for extraordinary, specific assignments, or to satisfy 
special needs of the Authority.  These appointments shall be specifically approved by the 
Executive Director for a specified length of time.  Persons hired to fill temporary 
appointments will not receive any of the Authority’s fringe or leave benefits, including 
holiday pay. 

 
Special Program Appointments 

 
Special Program appointments shall apply to all the appointments governed by a specific 
grant or program.  These employees may or may not receive fringe benefits in 
accordance with the specific grant or program under which they are appointed.  These 
appointments are subject to the approval of the Executive Director.  The conditions of 
such employment will be set forth on GHA Form Special Program Appointments Benefits 
Agreement and be acknowledged by the respective department and appointed employee.
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NEW EMPLOYEE ORIENTATION PROGRAM 

To provide guidelines for orientation of new employees. 

II.                        SCOPE  

This policy applies to all employees. 

III.          POLICY 

The purpose of the employee orientation program is to insure that all new employees are 

given basic information and guidance needed for proper assimilation into the work force 

by: 

  (1) Welcoming the new employee; 
  (2) Developing a rapport between the Authority and the new employee; 
  (3) Communicating standards of performance and responsibilities; and 
  (4) Presenting the basic information about Authority policies and benefits. 

Any person hired by the Authority or transferred within the Authority should be individually 
oriented within his/her department. Individual orientation should begin on the first 
day of employment or transfer. In addition, each new employee must attend the 
mandatory new employee orientation. 

IV.       PROCEDURE 

Responsibility  Action 
   
Human Resources Department 1. Explain to the new employee the benefits of 

the Authority’s: 
 

a. Insurance 
b. Holidays 
c. Annual and Sick Leave 

 2. Explain working conditions: 
a. Hours of work 
b. Lunch and break periods 
c. Personal phone calls 
d. Overtime 
e. Attendance and punctuality 
f. Call-in rates on absence from work 

 3. Explain standards of employment: 
a. Performance level of the job 
b. Conduct on the job 
c. Performance evaluations 
d. Introduce the new employee to 

supervisors and managers 
   
   

I. PURPOSE 
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Supervisor 1. Explain his/her work procedures and rules 
governing his/her employees 

 2. Explain his/her work procedures 
 3. Encourage the new employee to ask 

questions 
 4. Introduce the new employee to fellow 

employees 
 5. Take the new employee on a tour of the work 

area 
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NEW EMPLOYEE PROCESSING 

I.         PURPOSE 

To provide guidelines for processing new employees. 

II.        SCOPE 

This policy applies to all employees. 

III.       POLICY 

This procedure applies only to processing the paperwork, in filling a vacant position, with 

an applicant not currently employed by the Authority. 

The new employee's salary level will be based on a range for a given job, with the new 

employee's experience level determining their staring salary within the range. 

IV.       PROCEDURE 

Responsibility  Action 
   
Human Resources Department 1. Verify necessary information on the application: 

 

a. Employment references 
b. Personal references 
c. Police record (name, date of birth, sex, 

and race).  This information can be 
obtained from the Gary Police Department 

d. Driver’s record 
   
New Employee 1. Must take a physical by the Authority’s physician 

(this is at the Authority’s expense). 
 2. A new employee must fill out the following:  

 

a. W-4 form 
b. Insurance Card (must fill out an insurance 

card even if he/she does not wish to 
participate in this benefit). 

 
 3. A new employee must pass test for illegal drugs. 
   
Human Resources Department 1. Forward the following information to the Payroll 

Department: 
a. Name of new employee 
b. Completed W-4 form 
c. Social Security verification/alien status (I-

9) 
d. New employee’s address 
e. Date of birth 
f. Insurance card 

 2. Give employee GHA Personnel Policy Manual 
 3. Set up personnel file. 
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NEW EMPLOYEE PROBATIONARY PERIOD 

I.          PURPOSE 

To complete the new employee selection process by providing a probationary period of on-the-

job work experience by which the new employee and GHA may evaluate employment suitability 
in terms of knowledge, skill, ability, and interest. 

II.         SCOPE 

This policy applies to all non-exempt and exempt positions. 

III.       POLICY 

New employees will serve a probationary period of ninety (90) days from date of hire. This period 
is used to determine whether the employment relationship should continue. During the 
probationary period, if the Authority determines in its sole discretion that a satisfactory 
performance level cannot be achieved through a reasonable amount of training and coaching, 
probationary period employees will be released immediately. 

IV.       PROCEDURE 

A.    Department supervisors will be responsible for the training and evaluation during the 

employee probationary period. 

B.        Performance appraisals will be conducted after thirty-five (35) days. Informal coaching 

and feedback should be provided on a daily or as-needed basis. 

C.       Upon satisfactory completion of the probation, employees move to regular status and 
are subject to the standard performance appraisal process and other GHA policies. 

D.      If, at any time, during the probationary period, unsatisfactory performance does not 
improve, the Executive Director will be advised, and the employees may be released 

from the Authority or, in some circumstances, the Authority may choose to extend the 

probationary period beyond ninety (90) days. 

E. All employees, regardless of status of length of service, are required to meet and 
maintain GHA standards for job performance and behavior. 

F.        New employees are required to receive a copy of the Personnel Policy Manual and 

complete the “Personnel Policies and Procedures Acknowledgment of Receipt of 

Policy Manual” Form after reviewing the manual. 

G. During this probationary period, employees are eligible to participate in the Authority's 

health, life, and other group benefits upon completion of thirty (30) days of employment. 

Probationary employees will not be eligible to take any annual or sick leave during the 

probation period, except that, in the Executive Director's sole discretion, paid leave may 

be granted in extreme circumstances. Upon satisfactory completion of the probationary 

period, employees will receive leave accrual credit for their probationary period. 
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EMPLOYMENT AT WILL 
  

A. Statement of Policy 
 

It is the policy of the Gary Housing Authority that, unless otherwise mandated by 
law,  this manual does not guarantee employment for any definite period of time. 

 
B. The Executive Director’s Role in Employment 

 
All administrative employees serve at the will of the Executive Director, without 
any fixed term of employment.  The authority to hire resides exclusively with the 
Executive Director.  Employees in administrative positions may be transferred, 
promoted, demoted, or terminated, with or without cause as deemed in the best 
interest of the Authority, by the Executive Director. 

 
C.    Guidelines 

 
1. Unless provided by law, all employees not having a separate, individual 

written employment contract that runs to them personally, or a collective 
bargaining agreement covering their employment, are employees serving at 
the will of the Executive Director, and are subject to termination at any time, 
for any reason, with or without cause, or notice.  Except for employees having 
personal contracts, all employees may terminate their employment with the 
Gary Housing Authority at any time and for any reason.  

  
2. No one employed by the Gary Housing Authority is authorized to modify this 

policy for any employee to enter into any agreement, oral or written, contrary 
to this policy.  Administrative, management, or supervisory personnel are not 
to make any representation to employees or applicants concerning the terms 
or conditions of employment with the Gary Housing Authority which are not 
consistent with the Authority’s policies.  No statements made in pre-hire 
interviews or discussions, or in recruiting materials of any kind, are to alter 
the at-will nature of employment or imply that discharge will occur for cause. 

 
3. This policy may not be modified by any statements contained in this Manual 

or any other employee handbooks, employment applications, recruiting 
materials, memorandums, or other materials provided to the applicants of 
these documents, whether singly or combined, are to create an expressed or 
implied contract of employment for a definite period, concerning any terms or 
conditions or employment.   Similarly, the Authority’s policies and practices 
with respect to any matter are not to be considered as creating any 
contractual obligation on the Authority’s part or as stating in any way that 
termination will occur only for “just cause.”  Statements of specific grounds for 
termination as set forth in this manual or in any other document are examples 
only, not all-inclusive lists, and are not intended to restrict the Authority’s right 
to terminate at-will. 

 
4. Completion of a probationary period or conferral of a regular status does not 

change an employee’s status as an employee-at-will or in any other way 
restrict the Authority’s right to terminate such an employee or change the 
terms or conditions of employment. 
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PERSONNEL RECORDS & PRIVACY 

I.          PURPOSE 

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

II.        SCOPE 

This policy applies to all departments and employees of the Gary Housing Authority. 

III.       POLICY 

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

B.  Information Requests and Employment References: Requests for 
information from employee files received from other departments and 
inquiries from outside the Authority, including requests for references on 
former employees, will be directed to the Human Resources Director. 
Supervisors and other employees are prohibited from providing personal or 
employment references on ex-employees or current employees. 

C.    Personnel Files: All material contained within the personnel files shall be inserted   
under the direction of the Human Resource Director and no material shall be deleted except 
by memorandum approved by the Executive Director. 

IV.       PROCEDURE 

A.       Information Requests 

1.      Telephone inquiries: Information will be verified by the Human Resources 

Department via telephone but will be limited to the following: 

• Dates of hire and separation 
• Most recent job title 

2.     Written Inquiries: If the request for information is in writing, salary information 

will be verified in addition to the above. This verification will be in writing and a 

copy retained in the employee's file. 
 

3.  References with Written Approval: In addition to salary history and job 
chronology, performance information may be released in writing only upon 

provision of a written release by the employee or ex-employee. This will 

be explained to separating employees by the Human Resources Department 

at the exit interview, and employees will be given the opportunity to sign a 

release at that time, if they wish. 
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B.      Examination of an Employee's Personnel File: Any current employee may inspect 

their personnel file at reasonable times during office hours, by contacting the 

Human Resources Department. 

C.  File Retention: Originals of personnel records will normally be maintained by the 

Human Resources Department for a period of seven (7) years after an employee's 

separation date. 

D. Medical Files: 

1.  Separate files: All employees’ medical information will be kept in a separate 
medical file for each employee. 

             2.      Access:  Access to the medical files is restricted to the medical service 
coordinator, or, in an emergency, the Human Resources Director. 

 3. Release of Information: Medical information will be released only 
             upon written authorization of the employee or upon proper request 
            from persons or agencies that have legal rights to the information. 

 4. Employee Notification: Employees may be advised when a request 

               is made for a copy of his/her medical files. 

E.     Public Records. All employees are hereby advised that most contents of employee    
personnel files are public records under Indiana's public records law. Accordingly, 
except for information which is exempt under the law, including but not limited to 
medical history records, bank account numbers, credit card numbers, telephone 
numbers, and information related to health or property insurance, all employees are 
hereby notified that the Authority may be required to give copies of the employee's 
personnel files to any person, upon a proper request. An employee will be notified if a 
request is made under this provision. 
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WAGE AND SALARY ADMINISTRATION 

SALARY PROGRAM ADMINISTRATION 

I.          PURPOSE 

To maintain a program of internally and externally equitable salaries. 

II.         SCOPE 

This policy applies to all regular positions, full-time and part-time, exempt, and non-exempt. 

III.       POLICY 

A.       Pay Range - Position classifications are assigned specific pay ranges within a specific 
salary schedule. 

B.        Rate of Pay - An employee's rate of pay will be within the pay range for the employee's 
job classification. The rate of pay will be based on a number of factors, including the 
Authority's business needs, the employee's job related skills, the employee’s 
performance history and the duties and responsibilities of the job classification. 

C.         Promotions 

1.  A promotion is a change from a lower classification position to a higher 
classification position which usually involves an increase in duties and 
responsibilities and an increase in pay; 

2.        The employee's new pay range is determined by the class of work to which 
the employee is promoted; 

3.       The employee's new rate of pay within the pay range is determined by a 
number of factors, including, the Authority's business needs, the employee's 

job related skills, the employee's performance history, and the duties and 

responsibilities of the job classification; 

4.     A promotion generates a new salary review date three months from the 

effective date of the promotion and annually thereafter. The employee will 

be on probation in his/her new position during this three month period. 

However, if the probationary period is established for a period other than three 
months, the new salary review date is equal to that probationary period 

and annually thereafter. 
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D.        Demotions 

1.  A demotion is a change from a higher classification position to a lower classification 

position which usually involves a decrease in duties and responsibilities. A 

demotion may be voluntary, performance related, or the result of a disciplinary action; 

2.      An employee who has satisfactorily completed the probationary period and who is 

demoted is placed in the pay range of classification to which the employee is demoted; 

3.         A voluntary demotion shall be to the same rate of pay as the current position, if such a 

rate exists within the pay range for the new position, or the highest rate of pay within 

the pay range of the new position, whichever is lower; 

4.      An employee who has not completed the entrance probationary period and who is 
demoted is placed in the lowest rate of pay of the pay range of the new class of work; 

a.   The salary review date will be three (3) months from the date of employment; and 

5.     If, during the promotion probationary period, an employee is returned to a lower 
classification position then the demotion shall be to the same pay rate enjoyed by the 
employee prior to the promotion. However, in the event that the employee's prior pay 
rate is higher than the maximum of the pay range for the new position, then the 
employee will be placed at the maximum of the pay range for the new position: 

a.       The salary review date shall be three months from the date of the demotion 
except when the employee is demoted to the same position previously held; in 

which case the salary review date is delayed by the number of days for the 

cumulative period the employee was in the higher position. 

E.      Re-grading - A re-grading is a change in the pay range assigned to a given classification of 

work. The duties and responsibilities of the position usually remain the same. A pay 
adjustment is made for all positions within the re-graded classification of work. 

 

1. Class Upgrade - This is a re-grading which raises the pay range of a position 

classification to a higher range. An employee in a position which receives an upgrade is 

paid at a new pay rate at a similar point within the new range as the old range and 

retains the same salary review date. 

2.  Class Downgrade - This is a re-grading which lowers the pay range of a position 

classification to a lesser range. An employee in a position classification which 
receives a down grade is assigned to the new pay range but at the same rate of pay as 

before the downgrade, if that rate of pay is within the new pay range. The salary review 

date is the same. If the employee's pay rate is not within the new pay range, the 

employee is placed at the maximum of the new pay range. 



 

 

22 

 

F.        Re-classifications 

1.       A re-classification is a change in the employee's position classification caused by a 
change in the nature of the work required by the position. A position's classification is 
based on the relative difficulty of duties and responsibilities and the required 
employment qualifications; 

2.     A re-classification to a higher level position is based on an increase in duties, 
responsibilities and employment qualifications and is treated as if it were a promotion 
for the purpose of pay determination; 

3.       A re-classification to a lower level position is based on a decrease in the level of 
duties, responsibilities and employment qualifications and is treated as if it were a 
voluntary demotion for the purpose of pay determination; 

G.       Return from Lay Off 

1.     Same Classification of Work - If the employee returns from lay off to the same 

classification of work or to a classification of work with the same pay range, then the 

employee is placed in the same pay rate enjoyed at the time of the lay off. 

2.         Higher Classification From Work - If the employee returns from lay off to a higher 

classification of work, the pay rate within the pay range for the higher classification is 

determined in accordance with the salary policy for promotions. 

3.     Lower Classification of Work - If the employee returns from lay off to a lower 

classification of work, the pay rate within the pay range for the lower classification is 
determined in accordance with the salary policy on voluntary demotions. 

 
H.        Lateral Transfers 

1.  A lateral transfer is a change from one GHA department to another department when 
the employee selected for the vacant position retains the same classification and/or the 

same pay range. A review of qualifications and job responsibilities may result in a pay 

increase. 

A.      The salary review date for an employee who laterally transfers does not 

change. The current department completes a performance appraisal for the 

period up to the date of transfer. The new department completes a 

performance appraisal from the date of transfer to the salary review date. The 

resulting total appraisal based on the ratio of time and performance rating 

determines the employee's eligibility for a merit increase. 
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I.         Merit Increases 

1.       Merit increases may be awarded to regular GHA employees upon completion of the 
entrance or promotional probationary period, and annually thereafter from the last 
merit increase. The date of the merit increase is considered the Salary Review Date. 

2.        Merit increases are based on the quality of the employee's job performance, work 
habits (including attendance), and initiative. 

3.      The mechanism used to determine whether an employee will receive a merit 
increase is the appropriate performance appraisal form based on the employee's 
job classification. Appraisals may be completed as often as the department 
determines but must be completed prior to the completion of the entrance of 
promotional probationary period and then at least annually even if the employee is at 
the maximum of the pay range for their classification. 
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HOURS OF WORK AND PAYROLL PRACTICES 

HOURS OF WORK AND PAYDAYS 

I. PURPOSE  

To establish the hours of employment in GHA'S basic workday and workweek, including 

break times and lunch periods. 

II.         SCOPE    

           This policy applies to administrative employees. 

III.       POLICY 

A.        The workday shall begin at 7:30 a.m. and end at 4:30 p.m. or begin at 8:00 a.m. 
and end at 5:00 p.m.  Employees will fill out a form at the beginning of each year to 
declare the choice of schedule. Employees will need to abide by this decision 
throughout the year. The Executive Director, on his/her discretion, can designate a 
different work schedule for the position based on the need of the Authority. 

B.        One hour lunch periods shall begin from 12:00 noon through 1:00 p.m. unless 
otherwise scheduled by the employee's immediate supervisor. 

C.       All offices shall be kept open to the public during the entire workday. (Exception: Tenant 
Selection and Section 8). 

D.      Employees shall be given one (1) break or rest period per one-half (1/2) shift (workday), 
provided: 

1.     The length of the break is 15 minutes; 

2.     The exact time a break is to be taken will be assigned by immediate 
supervisors; and 

3.       The granting of breaks does not adversely affect or interfere with the Authority 
or its services. 

E.     During a break, employees are not permitted to leave the job site without prior approval 

by immediate supervisor. 

F.      Combining two break times for one (1) 30 minute break is not permitted. 

G.      Accumulating breaks to lengthen lunch hours, to cover tardiness and/or to leave work 

early is not permitted. 
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OVERTIME: NON-EXEMPT EMPLOYEES  

I.    PURPOSE 

To provide guidelines to administer overtime pay to comply with applicable federal and state 

wage and hour regulations 

II.     SCOPE 

This policy applies to non-exempt employees. 

III.        POLICY 

The GHA overtime pay policy conforms to overtime provisions of the Federal Fair Labor 
Standards Act and applicable state laws. Exemption from these provisions will be claimed for 
an employee only when it can clearly be established the employee's duties and 
responsibilities meet the requirement for such exemption. 

Overtime pay policy for employees include the following principal elements: 

A.     Non-exempt employees will be paid straight time for all hours through forty in one 
week; 

B.     Non-exempt employees will be paid time and half for hours worked in excess of forty in 
one week; 

C.      Employees who work on a GHA holiday which is not part of the employee's regular 
schedule will receive overtime pay at time and one-half pay for the holiday. Employees 
who are required to work on a designated holiday as part of the employee's regular 
schedule will receive compensation for only hours worked will be determined by the 
employee's supervisor; 

    D.       Only hours actually worked will be used to calculate overtime pay. Paid time off for 
holidays, jury duty, vacation, sick leave or any leave of absence will not be considered 
"hours worked"; 

E.     Overtime worked by non-exempt employees must be authorized in advance by the 

department head. Violation of this policy may result in discipline, up to and including 

dismissal; and 

F.      Overtime will be avoided as much as possible, but may be utilized by the Executive 

Director in the interest of efficient operation.     
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COMPENSATORY TIME POLICY 

I.          PURPOSE 

To provide guidelines for the use of compensatory time in lieu of overtime. 

II.        SCOPE 

This policy applies to all employees of the Authority. 

III.       POLICY 

A.        NON-EXEMPT EMPLOYEES 

1.        Accrual: Non-exempt employees may choose to receive compensatory time 
in lieu of overtime payment for hours worked in excess of forty (40) hours in a 
work week. After receiving written approval for overtime, the employee must 
notify his or her supervisor if the employee desires to accumulate compensatory 
time. Employees will receive one and half hours of compensatory time for each 
hour worked in excess of forty (40) in a work week. Only actual hours worked 
will be used for determining eligibility for compensatory time. 

2.       Limitation: No employee may accumulate a total of more than 240 hours of 
compensatory time. An employee who accumulates 240 hours of 
compensatory time shall, for additional approved overtime hours of work, be 
paid overtime compensation. 

3.         Use of Comp Time: Requests to use accumulated compensatory time must be 
made in writing a minimum of five (5) working days in advance. 

4.     Approval of Use: Such requests for use of compensatory time shall not be 
unreasonably denied. Management, at its discretion, may choose to postpone an 

employee's use of compensatory time so as to prevent the disruption of Authority 

operations. In compelling circumstances, upon the approval of the employee's 

supervisor an employee may be permitted to use compensatory time without 

the five (5) days prior notification.     

        

5.       Payment for Comp Time: An employee who has accrued compensatory time 

shall, upon termination of employment, be paid for the unused compensatory time at 

a rate of compensation equal to the higher of: (1) the average regular rate 

received by such employee during the last three (3) years of the employee's 

employment; or (2) the final regular rate received by such employee. 

B. EXEMPT EMPLOYEES 

Exempt employees are paid a salary that is intended to cover all hours worked in a work week, 

regardless of how many. For this reason, exempt employees are not eligible for the 

accumulation of compensatory time, except in unusual circumstances and with the prior 

written approval of the Executive Director or his/her designee. Such circumstances include 
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when an exempt employee is required to work on a designated Authority holiday or when 

an exempt employee is required to repeatedly work after hours or on weekends. 

If approved, exempt employees will accumulate compensatory time at a rate of one (1) hour 
for each excess hour worked. Employees will be permitted to take compensatory time upon 
request to their supervisors a minimum of five (5) working days in advance. Such request for 
use of compensatory time shall not be unreasonably denied. Management, at its discretion, 
may choose to postpone an employee's use of compensatory time so as to prevent 
the disruption of Authority operations. Exempt employees are encouraged to use 
compensatory time within the month that the excess time was worked. An exempt 
employee who does not use accumulated compensatory time prior to termination or 
separation from employment will not receive a payment for that time. 

V.        COMPENSATION POLICIES 

Regular employees from time to time may be required to temporarily fill vacant positions without 

additional compensation. 

COMPENSATORY TIME 

When operating requirements or other needs cannot be met during regular working hours, 
employees may be scheduled to work in excess of their normal schedule. It is the Authority's 
intention to minimize such occurrences and ensure that overtime work is scheduled and paid in 
accordance with the Authority's policy and applicable state and federal laws. The Authority is 
subject to all regulations of the Fair Labor Standards Act (FLSA). When possible, advance 
notification of the mandatory assignments will be provided. All overtime work must receive 
the supervisor's prior authorization. Overtime assignments will be distributed as equitable 
as practical to all employees qualified to perform the required work. Failure to work scheduled 
overtime or overtime worked without prior authorization from the supervisor may result in 
disciplinary action, up to and including termination. 
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EMPLOYEE BENEFITS AND SERVICES 

VACATIONS (ANNUAL LEAVE) 

I.          PURPOSE 

To provide a traditional paid-time-off benefit that will provide a restful break in year-round 

routine and support the Authority's goals to attract and retain quality employees. 

II.         SCOPE 

This policy applies to all regular, full-time employees. 

III.       POLICY 

A.         ANNUAL LEAVE 

Annual Leave (vacation) time is based upon an employee's anniversary date of 
employment. Employees are encouraged to take Annual Leave to the full extent of the 
amount earned and on consecutive days. Annual Leave time shall accrue as follows: 

12 months - 5 yrs of continuous service  10 annual leave days per year; 
6 years - 10 years of continuous service  12 annual leave days per year; 
11 years -15 years of continuous service  15 annual leave days per year; 
16 years - 20 years of continuous service  18 annual leave days per year; 
More than 20 years of continuous service  20 annual leave days per year; 

 

No more than five (5) working days of annual leave may be taken on a day to day 
basis in a twelve (12) month period and is strongly discouraged except in those cases 
where it becomes necessary. Vacation time may be taken in minimum increments of 
eight (8) hours. 

Compensation will not be paid for annual leave taken unless an application for leave or 
leave slip is submitted at least ten (10) working days prior to the requested starting date 
of annual leave, and approved by the employee's supervisor and the Executive 
Director or his/her designee. 

Annual leave request will be approved only if the work schedule permits and the 
absence of the employee will not seriously hamper the efficient operation of Gary 
Housing Authority. The notable exception to this subparagraph is in the case of 
extended illness and the employee has exhausted all sick leave. 

An employee who is permanently separated from the Gary Housing Authority shall be 
paid in a lump sum for any unused annual leave at the employee's current rate of 
pay, except in cases where termination is the result of malfeasance.  Employees under 
any form of disciplinary action shall not be granted vacation or any other accrued leave for 
which reimbursement is normally given during the period of that action. 
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HOLIDAYS 

I.          PURPOSE 

            To provide a paid time-off benefit to recognize traditional holidays. 

II.         SCOPE 

            This policy applies to regular full-time employees.  

III.      POLICY 

A.         DESIGNATED HOLIDAYS 

New Year’s Day                                         Columbus Day 
Dr. Martin Luther King Day                 Veteran's Day 
Presidents’ Day                                       Thanksgiving Day 
Good Friday                                            Friday after Thanksgiving 
Memorial Day                                         Christmas Eve 
Independence Day                                    Christmas Day 
Labor Day                                                 New Year’s Eve 
Floating Holiday   

The Authority will annually publish the exact dates and number of paid days off for its 
current holidays. Recognized holidays may change at the discretion of the Executive 
Director. 

When a regular holiday falls on a Saturday, the prior Friday shall be observed as a 
holiday. When regular holidays fall on a Sunday, the following Monday shall be observed 
as a holiday. Employees who have an unexcused absence on the day prior to or the day 
immediately following the holiday (or both), will not be paid for the holiday. 

Due to special circumstances, employees may be asked to work on granted holidays, 
if, in the opinion of the Executive Director, it is necessary in the interest of efficient 

operations to do so. In this event, the employee will be granted an alternative day off 

in lieu of the holiday. 

B.        ELIGIBILITY - In order for an employee to receive a holiday off with pay, the employee 

must have worked the last scheduled work day before, and the first scheduled work day 

after the designated holiday. 

C.        PROVISIONS - Paid Holidays: An employee who is not required to work on a holiday 

which falls on a regularly scheduled workday, will receive eight (8) hours compensation at 

the regular rate of pay. 

 

D. TIME WORKED ON A HOLIDAY - An employee who is required to work on a designated 

holiday as part of his/her regular schedule will receive compensation for only hours 
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actually worked, and a replacement for the holiday time worked will be determined by 

the employee's supervisor. 

If an employee is required to work on a holiday which is not part of his/her regular 

schedule, the employee will receive his/her holiday pay plus time and a half for the time 

actually worked. 

 

E. ILLNESS DURING AUTHORIZED ANNUAL LEAVE - An employee who becomes ill 

while on authorized annual leave may request that annual leave be changed to sick leave 

provided that the employee presents acceptable medical substantiation. 

 

F. ADVANCE PAY - An employee may request advance pay for annual leave that has been 

accrued prior to going on a annual leave subject to the rules and procedures of the Gary 

Housing Authority.  This is provided that the employee will be on leave at the time of a 

normal pay period. 

 

G. TRANSFER OF LEAVE - Employees may not transfer any of their accrued annual leave to 

any other employee. 

In either case, there are not a guaranteed number of work hours on a designated 
holiday. Employees are relieved from work at the earliest opportunity. 
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SICK LEAVE           

I. PURPOSE  

To provide a paid time off benefit for employees who, because of illness or accident, are temporarily 

absent from work for limited periods. 

II.         SCOPE 

This policy applies to all full-time regular employees.  

III.         POLICY 

Employees shall be paid for leave taken because of illness or non-job related injuries. Sick time shall 

accrue at a rate of one (1) day per month and accumulation of sick leave days is unlimited. 

Employees may use sick leave time in increments of two (2) hours. 

Except in cases of personal business, sick time will be paid if, during the illness, the employee is 

either at home; at a place where the illness occurred, under supervised convalescence, at or en 

route to or from a medical facility. 

The consistent use of sick leave as it accrues may be considered abuse of sick leave privileges and 
may be grounds for disciplinary action. A doctor's certificate may be required for any period of sick 
leave taken but is mandatory for sick leave taken in excess of three consecutive days. 

Upon retirement or resignation, employees in good standing shall be paid for all unused sick 

leave days as follows: 

5 through 14 years of continuous service............... 50% of all unused sick leave days; 
15 or more years of continuous service.................. 75% of all unused sick leave days; 
30 years or more of continuous service..................90% of all unused sick leave days 

An employee terminated for just cause shall not be eligible to receive pay for unused sick leave days. 

A.        REQUEST FOR LEAVE 

1.  When requesting sick leave for medical and dental appointments, a REQUEST FOR                          
LEAVE FORM must be submitted to and approved by the immediate supervisor in 
advance. 

2.    When requesting sick leave due to illness, an employee must call the immediate 

supervisor within 30 minutes of the start of the work shift. Employees must call           

the immediate supervisor each subsequent day if the absence continues. Upon 

returning from sick leave, the employee must submit a REQUEST FOR LEAVE 

FORM to the immediate supervisor. 
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B.        PERSONAL BUSINESS DAYS 

A maximum of three (3) sick leave days may be converted to personal business days, but 

may only be taken with 24 hour prior approval by authorized supervisory personnel. 
Employees may use personal business time in increments of two (2) hours. 

 C.        SICK WHILE ON AUTHORIZED ANNUAL LEAVE 

An employee who becomes ill while on authorized annual leave may request the annual 
leave be changed to sick leave provided the employee presents acceptable medical 
substantiation and has accrued sick leave.  The provision does not apply for an illness 
of employee's spouse, child or legal dependent. 

 D.        ABSENCE WITHOUT AUTHORIZATION 

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

E.        TRANSFER OF LEAVE 

Employees may not transfer any of their accrued annual leave to any other leave. 
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PAID PERSONAL TIME OFF     

  I. PURPOSE 

To provide a means for employees to secure limited time off when such time is needed for 
bereavement, school visit, and jury duty. 

II.         SCOPE 

This policy applies to full-time employees    

III. POLICY-BEREAVEMENT 

Three (3) days of bereavement leave with pay shall be granted to employees because of the 
death of an immediate family member. Bereavement leave shall be paid only when proof of 
death accompanies a leave slip and the time off work will be not be deducted from any other 
accrued leave time. 

Immediate family members include (for the employee or current spouse's): current spouse, 
natural or adoptive parents, son/daughter, adoptive or stepchildren, brother/sister, 
grandparents/grandchildren, aunt/uncle, niece/nephew. 

A.        PROCEDURES - BEREAVEMENT 

Bereavement leave should be requested in advance, if possible, on a REQUEST FOR 
LEAVE FORM. If it is impossible to give written notice, the employee should notify the 
immediate supervisor by the telephone, as soon as possible. 

B.        BEREAVEMENT LEAVE 

Three (3) days of bereavement leave with pay shall be granted to employees because of 
the death of an immediate family member. Bereavement leave shall be paid only 

when proof of death accompanies a leave slip and the time off work will not be deducted 

from any other accrued leave time. 

Immediate family members include (for the employee or current spouse's): current 
spouse, natural or adoptive parents, son/daughter, adoptive or stepchildren, 

brother/sister, grandparents/grandchildren, aunt/uncle, or niece/nephew. 

Under special circumstances, the Executive Director, may, at his/her discretion, expand 

the interpretation of immediate family and grant additional leave based upon the 

distance to be traveled and other special circumstances. 
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C.       SCHOOL VISITATION LEAVE 

Recognizing the importance of a parent's support and participation in their child's 

academic life, the Gary Housing Authority provides the School Visitation Leave. The 
Authority will provide eligible employees up to eight (8) hours of leave during the 365-

day period following the beginning of the school year to attend their children's school 

conferences or classroom activities. 

The school visitation leave is available only if the conference or activity cannot be 

scheduled during non-working hours.  In addition, no more than four (4) hours of 

school visitation leave can be taken on any given day. 

• ELIGIBILITY 

Employees are eligible for the School Visitation Leave, if they: 

A.        Have six consecutive months of service; 
B.        Work an average of 20 hours per week; and 
C.       Have a child (biological, adopted, foster, stepchild or legal ward) who is 
           enrolled in a public or private, primary or secondary school in Indiana or a 
            state sharing a boundary with Indiana. 

Employees should give their supervisors advance notice before arranging to attend a school 
conference or activity. In an emergency, 24 hours notice will be acceptable. Employees 
should try to schedule the leave at a time that will result in minimal disruption to the work 
environment. 

Direct any questions regarding the administration of the School Visitation Leave to the 
Director of Human Resources. 

D.        JURY DUTY 

An employee shall receive leave to serve on a jury in any state, federal or municipal court 

without loss of pay. 

1.  The employee will be paid on the difference his/her duty salary and his/her                           
regular salary on presentation to the supervisor of the certification of jury 

service; 

2.  If jury duty will be detrimental to the Authority's operation; it will be the   

responsibility of the Authority's Attorney to seek an exemption from the duty for the 

employee; 

3.     Upon receiving notification of the jury summons, the employees must notify    

his/her supervisor; and 

 

4.       This policy does not apply when an individual appears in Court on his/her behalf,  

                                            (e.g. if  he/she is paying a traffic ticket fine or is a party to a lawsuit). 
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PROCEDURES - JURY DUTY 

Prior Notification  - The employee will notify his/her immediate supervisor as far in advance 
as possible of the impending jury duty or court attendance so work schedules can be adjusted; 

Submission of Proof - The immediate supervisor may request that the employee present 
proof of the subpoena or attendance in court before authorizing payment of this leave. 

Fees – Unless in violation of the Conflict of Interest provision, an employee may retain all fees 
received for jury duty, court attendance, or making a sworn deposition. 
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FAMILY & MEDICAL LEAVE ACT (FMLA)      

I. PURPOSE 

To enable employees to take up to (12) weeks unpaid leave of absence during a calendar 

year for the birth or adoption of a child or for the serious health condition of the employee or 

designated family members. All provisions of the Family and Medical Leave Act shall be 

complied with by the Authority. 

II.          ELIGIBILITY 

Employees with one year of service and with at least (1250) hours over the past twelve (12) months 
may be entitled to (12) weeks of unpaid leave per year. Employees may take the leave for the 
birth or adoption of child; (or foster care placement) to care for an immediate family member with 
serious health conditions: or when unable to work because of their own serious health condition. 
The Authority will maintain preexisting health coverage during the leave period. Once the leave 
period is concluded, the Authority will reinstate the employee to the same or equivalent job with 
equivalent pay, benefits, and other employment terms, provided that the employee returns to 
work within the twelve week period. 

Employees wishing to take family or medical leave are required to provide advance notice of 
(30) days when the need for leave is "foreseeable". 

III.        SCOPE 

The FMLA applies to employees who have been employed for at least 12 months and have 
worked at least (1250) hours during the (12) months before the leave is requested. 

IV.       POLICY 

A. Under the FMLA, an employee is entitled to up to (12) unpaid work weeks of leave during 

any (12) month period for three (3) reasons: 

1.     Because of the birth of a child or placement of a child for adoption of foster case; 

2.       Because of the serious health condition of a spouse, child (under 18 years or 

unable to care for themselves due to a disability) or parent; and 

3.         Because of the employee's own serious health condition 

B.  An employee who completes a period of leave under FMLA will be returned to the same 

position or to a position equivalent in pay, benefits, and other terms and conditions 

employment. However, the highest paid 10% of employees are not guaranteed 

reinstatement if reinstatement will cost the Authority substantial and grievous 

economic injury in such cases, the Authority will notify the employee as soon as the 

determination is made that reinstatement is not available. 
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C.     Employees who exercise their right to take leave under the FMLA will not lose any                    

previously accrued seniority or employment benefits, but no such benefits will continue to 

accrue during the leave. 

D.       Employees will be responsible for paying all health insurance premiums and life      

insurance premiums incurred during the period of unpaid leave, to the same extent as 

they paid before leave. 

E.       All accrued, unused paid sick leave days must be used first as part of any leave of absence 
taken under FMLA. An employee may thereafter use accrued, unused annual leave days 
during the FMLA leave. For example, an employee who has accumulated five (5) days of 
paid sick leave and five (5) days of annual leave, and who requests a six week leave of 
absence under the FMLA, must take his/her first week as paid leave by using up the 
accrued sick days, has the option of taking the second week as paid leave by using 
upon the accrued annual leave days, and must take the remaining weeks as unpaid 
leave. 

F.      Employees are required to report to Human Resources periodically on their status and 
intent to return to work. Monthly reporting is required for all leave periods of four weeks or 
more. Notice of intent to return to work two weeks prior to the actual date of return is 
required for all leave requests. 

G.         For birth, adoption or foster care placement leave, an employee must provide thirty (30) 
days advance notice before the date on which the leave would begin. If the employee is 
unable to provide thirty (30) days notice for reason beyond his or her control, notice 
must be provided as soon as possible. Spouses who are both employed by the 
Authority who wish to take care of a newly arrived child are entitled total aggregate of (12) 
weeks. Leave maybe taken only within (12) months of the birth or placement of the child. 

H.         For serious health condition leave, employees must provide thirty (30) days advance notice 

of a leave for a serious health condition or notice as soon as possible. If a leave is 

foreseeable because of planned medical treatment, employee must make a reasonable 

effort to schedule the treatment in a manner which does not disrupt the Authority's operations. 

In addition, in the event of a foreseeable medical treatment involving intermittent leave, the 
Authority reserves the right to transfer an employee temporarily to a different position with 

equivalent pay and benefits that better accommodate recurring periods of leave than the 

employee's regular position. 

I.     For leave for a serious health condition of a spouse, child, parent or the employee, 

the Authority requires that an employee provides medical certification of the serious 

health condition. Failure to provide such certification will result in rejection of request for 

leave and, if leave is taken anyway, may result in termination. The medical certification 

shall specify the following: 

1.  The date the condition began; 
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2.  The probable duration of the condition; 

3.  Appropriate medical facts regarding the condition; 

4.        A statement that the employee is needed to care for a spouse, parent or 

child or is unable to perform his or her functions; 

5.         An estimate of the time required for the leave; and 

6.         In the case of intermittent leave, the dates and duration of treatments to be 

given; 

J.       The Authority may require a second opinion of a serious health condition to be obtained 
at the Authority's expense. In the event of conflicting opinions, the Authority may pay for 
a third mutually agreed upon and final provider to offer a binding decision. The 
Authority may also require subsequent recertification as deemed necessary. 

IV.       PROCEDURE 

A.  The employee must request the leave; 

B.        If the leave is to care for a family member or due to the health condition of the     
employee, the employee must provide at least thirty (30) days notice before the leave is to 
begin, if possible. If the date of the necessary treatment requires leave to begin in less 
than thirty (30) days, the employee is to provide as much notice as possible; 

C.       Employees requesting leave due to personal or family medical reasons must provide 

medical certification of need by a health care provider, and the Authority may require 

that the employee obtain the opinion of a second health care providers designated or 

approved by the Authority; and 

D.     The Authority may require periodic reports during leave regarding the employee's 
status and intent to return to work. 
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V.       BENEFITS  

A.         An employee must use unused accrued sick leave and may use unused accrued annual 
leave to cover some or all of the leave under the FMLA; 

B.        The Authority will not pay into the retirement fund on behalf of the employee for any 

month while on leave without pay; 

C.      Employee must continue to pay insurance premiums, to the same extent as before 

leave, in order for the Authority to maintain under any group health plan. 

VI.      REASONS FOR TAKING LEAVE 

Unpaid leave will be granted for any of the following: 

• to care for the employee's child after birth, or placement for adoption or foster care; 

• to care for the employee's spouse, son or daughter, or parent, who has serious health 

conditions; or 

• for a serious health condition that makes the employee unable to perform the 

employee's job 

Employees must use the Authority' s FMLA forms and will be responsible for ensuring that their 
health care providers use the Authority's FMLA forms. 

The leave shall be unpaid, except that employees must first use their accumulated sick leave, 
personal, and annual time at the state of the leave and this time shall be considered as part of 

the twelve week entitlement. Annual time and sick time will not accrue while on FMLA leave. 

The employee returning from FMLA leave when the duration was for 30 days or more will be 

required to submit medical certification from their health care provider for fitness for duty. 

The employee, upon returning from the FMLA leave (within the twelve week period), shall be 

restored to the same or equivalent position which he/she was in before FMLA leave started, 
unless the employee is designated a key employee, pursuant to the FMLA regulations. 

After the twelve week period is over, an employee will no longer be considered to be on FMLA 

leave. If additional time off is needed, the employee must request unpaid personal leave. After 

twelve weeks off work, the employee may return to work to a comparable position if one is 

available. In any event, however, an employee who has been absent from work for six 

consecutive months shall be subject to termination. 

 

The Authority will maintain an employee's group health insurance coverage for an employee on 

FMLA leave under the same terms as if the employee was actively working, during the twelve 

week entitlement period; however, if an employee is allowed to remain on leave beyond this 
period, the employee will have the option of canceling the insurance or paying the insurance 

premium at the group rate in accordance with COBRA. 
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In the event, an employee who chooses to pay the insurance premium, but fails to make timely 

payments, his/her insurance will be canceled. 

Additionally, in the event that an employee does not return to work at the Authority at the 

expiration of his/her FMLA leave, the Authority reserves the right to recoup the equivalent 
amount of money that was paid for insurance coverage while the employee was on FMLA leave. 

Except for emergency leave, any employee who takes a leave of absence without submitting the 
Request For Family/Medical Leave form within ten (10) calendar days of the leave will be 
considered on unauthorized leave of absence and subject to disciplinary action, up to and 
including termination. 

The Director of Human Resources will be responsible for administering FMLA policy, and will 
contact the employee once the final approvals have been granted. 

An individual who feels that his or her rights under FMLA have been violated may contact the 
Authority's director of Human Resources. 

 MATERNITY LEAVE 

Maternity leaves shall be treated initially as a medical leave under the Family Medical Leave 
provision. An employee must submit written notification of pregnancy to the Supervisor then 
to the Executive Director prior to the end of the first trimester of pregnancy or as soon as the 
employee becomes aware of the pregnancy. This notice must be accompanied by a physician's 
statement verifying the pregnancy. This form can be obtained from the Human Resources 
Department. 

A pregnant employee must submit a request for a Maternity Leave at least three (3) months 
prior to the anticipated birth of the child. 

Maternity Leave shall be granted for a maximum period of six (6) months. However, employees 
are eligible for reinstatement prior to the expiration of the Maternity Leave provided a written 

request for reinstatement is submitted to the Director of Human Resources, and a physician's 

statement accompanies the request certifying ability to return to work. The reinstatement request 

must be submitted no less than two (2) weeks prior to desired date of return. 

The reinstatement must then be approved by the Executive Director. Upon approval, the 

employee will be permitted to return without penalty to the position held prior to the Maternity 

Leave. 
 
VI.       REINSTATEMENT 

1.  Employees must notify the Authority when they have been released or can return and 
must request reinstatement; 

2.        Upon returning to duty after leave, the employee will be returned to the same position 
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or an equivalent position that was held at the time was granted, if possible; 

3.  Failure to report at the expiration of leave, unless medically documented will be 

considered as a resignation; 

4.         Reinstatement from a medical reason associated with the employee must include a 

physician's authorization to return to work; 

5.      Where restoration to employment will cause substantial and grievous economic 
injury to the Authority's operations, the Authority may refuse to reinstate "key" 
employees after using leave during which health coverage was maintained; 

6.       Restoration may be denied to any employee if the Authority would not otherwise 
have been employed at the time reinstatement is requested. 

THE AMERICANS WITH DISABILITY ACT 

The Americans with Disability Act (ADA) was signed into law on July 26, 1990. In accordance with the 
Act, the Housing Authority of the City of Gary, Indiana, shall hire, promote, train, and compensate 
employees based on personal competence and potential for advancement.    The Act prohibits 
discrimination against "qualified individuals with disabilities". 

The Housing Authority of the City of Gary, Indiana shall not discriminate against people with disabilities in 
regard to any employment practices, terms, conditions, or privileges of employment. All aspects of 
employment process are covered by the Act including: 

application promotion                  testing 

medical examination hiring                         lay offs 

assignments  termination                 evaluation 

compensation disciplinary                leave of absence 

training benefits 

The Authority shall provide reasonable accommodations which will permit disabled persons to work and 
advance in careers. Further, any contracts or business arrangements that discriminate against the 

disabled are prohibited. All requests and comments should be directed to the Director of Human 

Resources. This employee, in consultation with the Executive Director, is responsible for handling all 

ADA issues. 
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MILITARY LEAVE 

I. PURPOSE 

To enable employees to receive time away from work to serve in any branch of the military 

service of the United States of America and to comply with applicable law. 

II.         SCOPE  

This policy applies to regular full-time, non-probationary employees of the Authority.   

III.     POLICY   

A full time regular status employee who voluntary enters or is drafted into military service shall 
take a military leave of absence. The employee shall present, prior to the leave, written evidence 
of their call to service or orders and written confirmation of their intentions to return to 
employment upon separation from service. Upon return from service, the employee will be 
eligible for re-employment and will be reinstated in the same or substantially similar position. 

A.        MILITARY ENLISTMENT 

A regular employee who voluntary enters or is drafted into the military service during the 
time of war or any period of national emergency as declared by the United States 
Government for reason of national defense shall remain on the employment rolls for a 
period of no more than one year. Should the tour of duty extend past one year, the 
employee must submit a written application for extended military leave to the Executive 
Director. 

B. RESERVE CORPS OR NATIONAL GUARD A full time regular status administrative 
employee with at least six (6) months of employment with the Authority who is a member 
of the National Guard or Reserve Corps of the United States shall be entitled to leave with 
pay, not to exceed eighteen (18) working days, while engage in active duty with their 
military unit.  Such time off will not be considered vacation time. During such military 
leave, the employee shall be paid their entire salary. 
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EMPLOYEE ASSISTANCE PROGRAM 

I.          PURPOSE 

To provide employees and their families with counseling services. 

II.        SCOPE 

             This policy applies to all employees. 

III.       POLICY 

The employee assistance program is designed to provide the Authority's employees and their 
families with confidential counseling service. This service is provided by the Authority at no 
expense to the employee. It helps employees with problems pertaining to: 

           Alcoholism  Job Harassment 
           Depression  Legal matters 
          Drug Abuse                                                         Marriage/Family 
          Finances                                                              Obesity or Excess Weight 
         Gambling                                                            Personal Relationships 
         Anger Management 
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EMPLOYEE EDUCATION, TRAINING AND CONFERENCES 

I.          POLICY 

           To encourage the development of Authority employees through education and training. 

II.         SCOPE 

             This policy applies to all employees of the Authority. 

III.       POLICY 

A.        GENERAL 

In addition to the specific training that may be allowed, the employee education 
and training programs shall be designed to enhance an employee's ability to perform 
present duties and increase the employee's potential for future service. The 
Authority will develop and provide access to internal training programs and will 
provide opportunities for employees to attend external training programs. 

B.        INTERNAL TRAINING PROGRAMS 

1. All internal training will be channeled through the Human Resources    
Department with the input of the Department Directors and Managers. 
Employees are encouraged to provide their input on desired educational 
programs and training to the Human Resource Director or their Department 
Director. 

2.        Individual Departments are encouraged to develop training programs relating to 
their specific operations. Moreover, Department Directors shall ensure that an 

adequate and appropriate program of annual training is developed and 

implements for each employee in their department. The Human Resources 

Department is available to assist departments in planning, coordinating and 

implementing such programs. 

3.  For new employees and newly appointed supervisors or managers, mandatory 

orientation sessions will be held on a monthly basis. Information concerning the 
functions of the Authority and its policies and procedures will be presented at these 

orientation sessions. 

 
C.        EXTERNAL TRAINING AND EDUCATION 

1.  Many training and education programs are offered by agencies outside of the 
Authority. The Executive Director or designee may authorize an employee's 

attendance with or without pay at job-related conventions, training sessions 

and other functions; 
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 D.   EMPLOYEE PAYBACK AGREEMENTS 

1. The Authority at times will provide employees with very specialized training at 

great expense to the Authority.  In these cases, the employee may be asked to 

sign an Employee Payback Agreement form.   

2. This form will provide an agreement between the Authority and the individual 

stating a length of time that employee is expected to continue employment with 

the Authority based on the investment given in training and an agreement of 

reimbursement to the Authority if the selected individual chooses to voluntarily 

terminate employment with the Authority before the agreed time. 
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INSURANCE PROGRAMS 

I.          PURPOSE 

              To summarize group insurance and other insurance programs the Authority offers. 

II.         SCOPE 

             This policy applies to eligible employees of the Authority. 

III.       POLICY - GROUP INSURANCE 

The Authority provides health insurance for eligible employees and their dependents. The Human 

Resources    Department has details of current plans available. 

A.        Eligibility 

An employee must be employed for a period of thirty (30) days to be eligible for health 
insurance. The    health insurance becomes effective on the first of the month following 
satisfactory completion of the thirty (30) days of employment during the probationary 
period. In the case where both spouses are employed by GHA, only one family plan is 
provided.               

B.        Insurance Coverage - Leave of Absence 

An employee on an unpaid leave may continue insurance coverage through the Authority at the 
employee's own expense. 

          C.         Enrollment Information 

1. Health insurance coverage for an employee who separates from the Authority's 

employment for any    reason shall terminate on the last day of the month in which the 

employees separates or as specified by the Consolidate Omnibus Budge Reconciliation 

Act. 

    2.      An employee who retires under the Authority's pension plan shall be allowed to retain the 
authority's health insurance coverage at his/her own expense. 
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IV.       POLICY - LIFE INSURANCE 

The Authority provides group life and accidental death and dismemberment insurance for eligible 

employees. This coverage is provided, along with the employee's group health insurance, at no 

additional cost to the employee. 
 

A.        Eligibility - An employee must be considered a regular full-time employee to be eligible. 

Life Insurance becomes effective on the first of the month following satisfactory 

completion of the new employee probationary period; 

B.     Application for Coverage - The employee must complete the Group Insurance 

Enrollment card at the time of initial employment; 

C.         Changes in Coverage 

1.  When an employee's salary changes, the level of insurance coverage will be 
adjusted accordingly; 

2.          The employee must complete a CHANGE OF BENEFICIARY/NAME FORM each 

time the employee desires to change the beneficiary or when the employee's 

name changes. 

3.        An employee on unpaid leave of absence may continue insurance coverage 
through GHA at the employee's own expense; 

D.       Enrollment Termination - Life Insurance coverage for an employee who separates 
from GHA employment for any reason shall terminate on the last day of the month in 
which the employee separates or as specified by the Consolidated Omnibus Budget 
Reconciliation Act. 

V.        POLICY - WORKER'S COMPENSATION CLAIM 

The Authority carries insurance to cover the cost of work-incurred injury or illness. Benefits help 
pay for an employee's medical treatment and for part of the income lost while recovering. 
Specific benefits are prescribed by law depending on the circumstances in each case. To 
be assured of maximum coverage, all work-related accidents must be reported immediately to 
the Human Resources Department so the Authority can file a timely claim. 
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FRINGE BENEFITS 

I.          PURPOSE 

To assist eligible employees with benefits other than their salary 

II.        SCOPE 

All regular, full-time employees 

III.        POLICY 

A.          RETIREMENT PLAN 

As a condition of employment, it is mandatory that all regular employees participate in a 
non-contributory retirement fund. It is the Authority's responsibility to procure and 
manage the fund. Employees are eligible to participate after completion of the ninety (90) 
day probationary period. 

B.         CONTRIBUTIONS 

The Authority contributes a percentage of each employee's monthly salary into an 
individual, interest bearing retirement account. Employees are offered several 
investment options including a guaranteed interest, fixed fund, equity fund, or a 
money market fund. Further information on any of the investment options can be 
obtained through the Director of Human Resources. 

C.         VESTING 

Participant employees shall become vested by the following schedule. All employees, 

however are 100% vested when they reach their 55th birthday, regardless of their 

years of service: 

                    Less than 1 year:           50% 

                   1 year but less than 2:           60% 

                   2 years but less than 3:          70% 

                   3 years but less than 4:          80% 

                   4 years but less than 5:          90% 

                    5 or more years:           100% 

Normal retirement is considered the first month following the 65th birthday. Early 

retirement is considered the first month following the 55th birthday. Postponed 

retirement is considered retirement after the 66 * birthday, hi either event, the 

employee may opt for cash or monthly income retirement payments. 

     D.    RETIREMENT BENEFITS 
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E.         TERMINATION OF EMPLOYMENT 

Upon termination of employment prior to retirement, an employee may receive his/her 

vested portion under any of the following arrangements: cash, monthly income (if age 55 

or older), or leave funds in the plan. 

F.          ELIGIBILITY OF RETIREMENT 

Employees who are fifty-five (55) years of age or older are eligible to retire and 
receive benefits under current retirement plan. The Employee must follow the 

procedures outlined under the Resignation section of the Personnel Policy Manual. 
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STANDARDS OF CONDUCT AND CORRECTIVE ACTION 

STANDARDS OF CONDUCT 

   A.    Statement of Policy 

 
 It is the policy of the Authority that certain rules and regulations regarding employee behavior are 
necessary for the efficient operation of services and for the benefits and safety of all employees.  
Conduct that interferes with services, discredits the Authority, or is offensive to residents, fellow 
employees, or the general public will not be tolerated and is subject to disciplinary action including 
suspension and/or termination. 

 
B. Implementation 
 

1. Conduct Expected of Employees - All employees are expected to conduct themselves and 
behave in a manner conducive to the efficient operation of the Housing Authority.  Such 
conduct includes: 

 
a. Reporting to work punctually as scheduled and being at the proper workstation, ready 

for work, at the assigned starting time. 
b. Notifying the supervisor in advance when the employee will be absent from work or is 

unable to report for work on time. 
c. Complying with all City, Federal, and State safety regulations. 
d. Smoking only at times and in places not prohibited by ordinances and laws. 
e. Wearing clothing appropriate for the work being performed and for the place in which 

the work is being performed. 
f. Eating meals only during meal periods and only in properly designated areas. 
g. Maintaining work place and work area cleanliness and orderliness. 
h. Treating all citizens, visitors, and fellow employees in a courteous manner. 
i. Refraining from behavior or conduct deemed offensive, or undesirable, or which is 

subject to disciplinary action. 
j. Performing assigned tasks efficiently and in accordance with established quality 

standards. 
k. Reporting to management suspicious, unethical, or illegal conduct by fellow employees, 

suppliers, or any others.   In those instances where the employee feels that his/her 
immediate supervisor may be involved in such conduct the employee shall proceed 
directly to the Director of Human Resources or Executive Director to file a confidential 
report. 

 
2. Work Rules and Penalties  -  The purpose of having work rules and disciplinary procedures 

are to protect the rights and property of the Authority and its employees, and to ensure the 
orderly operation of the Authority.  These rules DO NOT constitute a contract of 
employment.  By promulgation of these rules, management expects each employee to 
know what is expected of him/her and to understand the Authority’s disciplinary procedures.  
Violations of the Authority’s rules are grouped into three categories: 
 
Group A – The most serious. A first offense in this group will generally warrant immediate 
discharge. 
Group B – Slightly less serious.  A first offense in this group may warrant a disciplinary 
suspension. 
Group C – Serious offenses in this group will generally follow the full ranges of the 
disciplinary procedure. 
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3. The following rules are not necessarily all inclusive of the required discipline, proper 

standards of conduct, or obligations of employees.  The Authority, therefore, shall when it 
deems it to be appropriate, establish additional rules.  New situations develop constantly, 
and it is to be understood that the Authority reserves the right to change, suspend, or cancel 
all or any part of these rules as circumstances may require. 

 
4. The following rules for Group A, Group B, and Group C have been formulated so as to 

avoid legal words and phrases as much as possible.  The contents are presented as a 
matter of information only and are not to be construed as a contract between the Authority 
and its employees nor are they to be construed as containing all possible circumstances.  
Whenever the masculine gender is used, it shall also mean the feminine gender wherever it 
is consistent with the context. 

 
a. Group A Rules 

A-1 No employee shall steal or misappropriate any property belonging to the     
Housing Authority, any employee of the Authority, any contractor working for 
the Authority or working on the Authority’s property, or any visitor.  The 
employee will be responsible for reimbursing any injured party. 

 
A-2 No employee shall willfully or negligently destroy, deface, or misuse the 
Authority’s property, tools, machinery, materials, products, processes or 
equipment, or that of any contractor, visitor, or other employee. 
 
A-3 No employee shall open, remove, or tamper with locks or seals of the 
Authority’s property without proper authorization. 
 
A-4 No employee shall willfully or negligently violate any government 
regulations or directive, including direct verbal instructions of any authorized 
personnel. 
 
A-5 No employee shall remove, possess, control, or take Authority’s property 
from the premises without prior authorization from the Authority. 
 
A-6  No employee shall willfully or negligently falsify information on any 
document – regardless of local, state, or federal record, including, but not 
limited to: employee applications, personnel records, medical records, 
production records, inventory records, payroll records, resident information, 
invoices, claims, requisitions, vouchers, cash records, billing records, 
certifications, licenses, etc. 
 
A-7 No employee shall instigate a fight or cause or attempt bodily injury to 
another employee, visitor, contractor, resident, or any individual on the 
Authority’s premises or while conducting the Authority’s business regardless 
of the location. 
 
A-8 No employee shall engage in an illegal act while on the Authority’s 
premises, while operating Authority vehicles, or while conducting the 
Authority’s business regardless of the location. 
 
A-9 No employee shall possess any dangerous and lawful or unlawful 
weapon, specifically but not limited to, any firearms, explosives, the use of 
any vehicle in a manner that could cause injury or death to another or to the 
employee, while on the Authority’s premises, or while conducting the 
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Authority’s business regardless of location.  The unauthorized possession of 
an illegal or dangerous weapon on the Authority’s property or while 
conducting business on behalf of the Authority regardless of the location is 
strictly prohibited. 

 
A-10 No employee shall possess, use, sell, distribute, manufacture, or be 
under the influence of illegal drugs and narcotics, and drug paraphernalia, 
regardless of whether on or off Authority premises, on or off Authority time, 
and in Authority vehicles.  All employees are prohibited from the use of 
alcoholic beverages on Authority premises, in Authority-owned vehicles, and 
on Authority time, regardless of the location.  All employees are also 
prohibited from conducting Authority business while under the influence of 
illegal drugs/and or alcohol.  This prohibition also pertains to breaks, meal 
periods, and consumption of these items prior to reporting for work as well as 
during work hours. Failure to submit to a required medical or physical 
examination or test to detect current alcohol or drug use is grounds for 
discharge or suspension. 
 
A-11 No employee shall possess any stolen property while on the Authority’s 
premise or while conducting the Authority’s business regardless of location. 
 
A-12 No employee shall engage in illegal or unauthorized gambling on the 
Authority’s premises or while conducting the Authority’s business regardless 
of the location. 
 
A-13 No employee shall be insubordinate or refuse to carry out orders of 
supervision unless the orders are illegal or imminently dangerous to life or 
limb. 
 
A-14 No employee shall manipulate or tamper with the time clock procedure 
for himself or herself or any other employee. 
 
A-15 Harassment of any nature will not be tolerated. 
 
• Harassment of an employee or resident can lead to disciplinary action 

up to and including termination. 
 
• Hindering and hampering the investigation of a harassment charge will 

lead to termination. 
 

• Retaliating against an individual who is assisting GHA in the 
investigation of a harassment charge will lead to termination. 

 
 A-16 No employee shall fail to report any illegal resident violations in a timely 

manner. 
 

A-17 No employee shall solicit or accept gratuities from vendors as an 
inducement or an award for a contract.  All practices in this area must be in 
compliance with the guidelines set in 24 CFR 85.36(i)(4). 
 
A-18 No employee shall disclose confidential information to unauthorized 
persons, agencies, or companies. 
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A-19 No employee shall be absent for three consecutive workdays or more 
without notifying his/her supervisor. 
 
A-20 No employee shall walk off the job, or otherwise leave his assigned 
work area during working hours without notifying his supervisor and receiving 
permission to do so. 

 
 

b. Group B Rules 
 

B-1 No employee shall coerce, abuse, intimidate, insult, or threaten the physical safety of 
another employee, visitor, or any other individual on the Authority’s premises, or while 
conducting the  Authority’s business regardless of the location. 
  
B-2 No employee shall engage in improper conduct while on the Authority’s premises or 
while engaged in acts or conduct on behalf of the Authority or while conducting the 
Authority’s business regardless of the location. 
 
B-3 No employee shall willfully or negligently create, or fail to report immediately, any 
unsafe condition or act which may affect him or others. 

 
c. Group C Rules 

 
C-1   All supervisors shall treat all employees with dignity and respect 
 
C-2 All employees shall treat all supervisors with dignity and respect. 
 
C-3 Employees shall notify his/her supervisor when he/she will be absent. 
 
C-4 Employees will avoid tardiness and excessive absenteeism. 
 
C-5 Employees will report to work properly attired to perform job duties. 
 
C-6 No employee will falsely report to be ill or injured. 
 
C-7 Employees will not work overtime without prior permission. 
 
C-8 Employees will not use defamatory, disruptive, threatening, or obscene language. 
 
C-9 Employees will not use GHA’s physical properties, information, influence, or position 
for private advantage or personal gain. 
 
C-10 Employees are to report injuries, accidents, or unsafe working conditions 
immediately to a supervisor. 
 
C-11 Employees will not engage in a strike, slowdown, work stoppage, or concerted job 
action. 
 
C-12 Employees will not damage GHA’s reputation and the public’s trust through 
unbecoming conduct, including criminal convictions, during work or non-work hours.  
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CORRECTIVE ACTION 

 I.          PURPOSE 

To set forth general supervisory guidelines for a corrective action process aimed to document 

and correct undesirable employee behavior. 

II.         SCOPE 

This policy applies to all employees 

III.        POLICY 

The Authority seeks to establish and maintain standards of employee conduct and 
supervisory practices which will, in the interest of the Authority and its employees, support 
and promote effective business operations. Such supervisory practices include administering 
corrective action when employee conduct or performance problems arise. Major elements of 
this policy include: 

A.   Constructive effort by the supervisor to help employees achieve fully satisfactory 
standards of conduct and job performance. 

B.           Correcting employee shortcomings or negative behavior to the extent required. 

C.        Notice to employees through communicating this policy that discharge will result from 
continued or gross violation of employee standards of conduct or unsatisfactory job 
performance. 

D.          Written documentation of disciplinary warnings given and corrective measures taken. 

E.     Documentation of corrective action will become a permanent part of the 
employee's personnel record. 

F.      While progressive discipline is encouraged, it is not required. Nothing contained 
in this Policy with respect to progressive discipline shall be construed to modify 
the at-will nature of employees' employment with the Authority. 

IV.       OPTIONS FOR CORRECTIVE ACTION 

If an employee's performance, work habits, overall attitude, conduct, or demeanor becomes 

unsatisfactory in the judgment of GHA, based on violations either of the above or any other 
GHA policies, rules, or regulations, the employee will be subject to disciplinary action, up to and 

including dismissal. While progressive discipline is encouraged, it is not required. Types of 

discipline may include, but are not limited to: 
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A.  Oral Warning – For infractions the Authority deems to be minor, the employee 

may, at a minimum, be issued an oral warning. If the situation does not improve within 

a reasonable time (not longer than three months, depending on the seriousness of 

the issue), the supervisor may repeat the measure, or implement a more severe 

option. Supervisors must document oral warnings issued to employees by making 

memorandum to the employee's file, dated and signed by the supervisor, and briefly 

describing the employee's unacceptable performance or conduct and how it fails to 
meet the Authority's policies. 

B.     Written Warning Notice - For repeated minor infractions, or a more substantial 

infraction, the employee may, at a minimum, be issued a written warning. The 

Department Director must approve the written warning prior to it being given to the 

employee. If the situation does not improve with a reasonable time (not longer than 

three months, depending on the seriousness of the issue), the supervisor may report 

the measure or take steps to discharge the employee. Written warnings should: 

1.    Be dated; 
2.   Be signed by the person preparing the warning; 
3.  Thoroughly describe the employee's unacceptable performance or conduct 

and how it fails to meet GHA's policies; 

4.   Specify   the   potential   consequences   of   further   unacceptable 

performance or conduct; 

5.         Note that the action will be placed in the employee's personnel file; and 
6.         Advise the employee that an attachment may be made to the action, 

outlining the employee's point of view. 

The written warning notice may be prepared following a corrective action discussion 
with the employee, or depending on the circumstances, may be issued without an oral 
warning. The employee should be asked to sign the notice, acknowledging receipt. 
Failure to sign the notice (acknowledging receipt) may result in termination. Three 
copies of the notice will be distributed as follows: (1) to the employee; (2) to the 
supervisor; and (3) to the Human Resources Department for placement in the 
employee's personnel file. 

C.     Discharge - For infractions management deems to be sufficiently serious, or for 
failure to respond appropriately to prior corrective action, discharge is appropriate. 
The approval of the Executive Director must be obtained prior to the discharge of an 
employee under any circumstances. 
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V.     OTHER OPTION FOR CORRECTIVE ACTION - SUSPENSION 

A.     WHEN WARRANTED - Suspension of an employee may be warranted when 

discharge appears possible. Suspension may be investigative to remove an employee 

from a problem situation and allow the Authority to conduct a thorough confidential 

investigation, or disciplinary, as a corrective action which should be used sparingly. 

B.  APPROVAL OF SUSPENSIONS - Whether investigative or disciplinary, the 
supervisor may recommend suspension of the employee and the Department 

Director, the Director of Human Resources and the Executive Director must approve such 

suspension. 

C.       PAID/UNPAID - Investigative suspensions are generally paid, but may be unpaid at 
the discretion of the Human Resources Director. Disciplinary suspensions are 
always unpaid. Personal leave and sick leave are not to be accessed during the time of 
disciplinary suspension. 

D.          SPECIAL PROBATION - Employees placed on disciplinary suspension will be     

placed on a 90-day probation following their return to work. 
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CONFLICT OF INTEREST 

I.          PURPOSE 

To protect and promote the integrity of the Authority's Information, services and employee 

efforts. 

II.        SCOPE 

This policy applies to all employees 

III.       POLICY 

A.     Employees are expected to devote their best efforts to the interest of the Authority 
and the conduct of its affairs. The Authority recognizes the right of employees to 
engage in activities outside of their employment which are of a private nature and 
unrelated to the Authority's business. However, a policy of full disclosure will be 
followed to prevent potential conflicts of interest from arising. 

B.  The Authority shall not exert pressure on employees to spend personal income in order 
to raise funds or for any other cause. Employees may sponsor fund-raising programs 
as may be considered in the public interest. However, this may be done only with 
the advance approval of the Executive Director. The Authority encourages 
employee participation in recognized community campaigns. 

C.       Any employee of the Authority who, while on the Authority's payroll, solicits, requires, 
receives, or is promised through bequest or any other means any item of monetary 
value from any resident in any public housing program, shall notify the Executive 
Director in writing within ten (10) days of acquiring knowledge of same. Such notice 
shall include information as to the total value of items(s) involved and a detailed outline 
of circumstances which generate it. Failure to submit such notice within the time 
specific shall constitute insubordination and grounds for disciplinary action, up to 
and including termination, as may be deemed appropriate. 

D.       No employee or officer shall knowingly have any interest, direct or indirect, in any 

property included or planned to be included in any project of the Authority. No 

employee or officer of the Authority shall knowingly have any interest in any firm or 

organization doing business with the Authority during his or her tenure and for period of 

two (2) years thereafter. If such interest was acquired prior to his or her employment, 

he or she shall disclose the same in writing to the Executive Director within thirty (30) 

days of employment. 
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E. Approved outside employment (for approval standards and procedures, see IV 

below) is permitted as long as such employment does not conflict with duties and 

responsibilities of the  employee's job at the Authority and so long as the facilities 

and equipment of the Authority are not used. Each approval of outside employment 

must be renewed annually at the employee's anniversary date. Failure to obtain 

written approval of outside employment from the Executive Director may result in 

disciplinary action up to and including termination. 

 

IV.       PROCEDURES 

While describing all the circumstances and conditions which might develop is 
impossible, the following is set forth to guide employees: 

A.         Outside Employment 

1.  Employees have an obligation to devote their full time to employment with the 
Authority and may not engage in any outside work without full disclosure to 
and approval of the Executive Director. 

2.     No outside work may be done during regular office hours. No Authority 
facilities, equipment, labor or supplies are to be used to conduct any 
outside work. 

3.       No employee may engage in outside work that will interfere with his or her 

primary job with the Authority. No employee will engage in any activity of a 

nature that is in some way hostile or adverse to the Authority. 

4.          Any employee doing any outside work is under an obligation to advise his or 

her client that the work is in no way, by, for, or in the name of the Authority. 

5.       A request for approval for outside employment will be completed annually 
by all employees covered by the scope of this policy as a continuing 

reminder and control on this important subject. The request will be 

retained in the employee's personnel file. 
  
 B.        Relationship with Another Business 
 

1.    No employee or officer shall have or hold any employment or contractual 

relationship with any business entity or any agency which is subject to the 

regulation of, or is doing business with, the Authority. 

2. If an employee, spouse or other member of an employee’s immediate family is 

engaged in business with the Authority, it must be disclosed to the Executive 

Director. 
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 C.        Financial/Investment Relationship 

1.  No employee of the Authority may accept a retainer, commission, consulting fee, 
or any other fee arrangement or remuneration without full disclosure to and 

approval of the Executive Director. 

2. No employee, or any close family relative, may directly or indirectly borrow from, 
lend to, invest in, or engage in any financial transaction with a potential customer, 

client, or supplier of the Authority.  

 D.        Receipts of Gifts 

1. No GHA employees shall solicit or accept anything of value, including a gift, loan, 
reward, promise of future employment, favor, or service, based upon any 

understanding that the official action or judgment of the employee would be 

influenced thereby.  If not otherwise prohibited under the paragraph 1, above, no gift 

with a value of over $25.00 may be accepted by any GHA employee. If not otherwise 

prohibited under the paragraphs 1 and 2, above, the receipt of any gift by a GHA 

employee must be disclosed in writing to the Executive Director within five (5) 

business days. This disclosure must explain the reasons for the gift (ex. unsolicited 

holiday gift its description, the giver, the date received, and approximate value. The 

Executive Director, in his or her sole discretion, will determine whether it is 

appropriate for the recipient to keep the gift. 

 E.     Use of Information  

No employee or officer shall disclose or use information not available to members of 
the general public and gained by reason of his or her official position for his or her 

personal gain or benefit for the personal gain or benefit of any other person or business 

entity. 

Any questions regarding a possible conflict of interest or outside work should be 

discussed with the immediate supervisor or with the Human Resources Director. 

 Failure to disclose or discuss information related to any of the above points may 

result in disciplinary action up and including termination. 
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WORK PLACE THREATS AND VIOLENCE    

I. PURPOSE 

To enhance the safety and security of the Authority's employees, visitors, and guests by 

detecting and addressing threats and occurrences of workplace violence. 

II.          SCOPE 

This policy applies to all employees of the Authority.  

III.         POLICY 

A.        GENERAL 

Violence or threats of violence by any person on Authority property will not be tolerated. 
Violations of this policy will lead to disciplinary action, up to and including dismissal. The 
Authority, in appropriate circumstances, will seek arrest and prosecution of the 
offending person. Threats of violence will be addressed, regardless of whether made in 
person, over the phone, in writing or through e-mail. For purposes of this policy, 
"threats of violence" include willfully, maliciously, and repeatedly following or harassing 
another person. For purposes of the previous sentence, "harass" means to engage in a 
course of conduct directed at a specific person that causes substantial emotional 
distress in such person and serves no legitimate purpose. 

B.        REMOVAL FROM PROPERTY & FOLLOW-UP ACTION 

1.         Any person who make threats of violence, exhibits threatening behavior, 
or engages in violent acts (orally or physically) on Authority property shall be 
removed from the premises as quickly as safety permits and shall remain 
off Authority property pending the outcome of an investigation by the Human 
Resource Department or designee. 

2.       The Authority will respond appropriately to such threats, behavior or acts. 
This response may include, but is not limited to, suspension and/or 

termination of any business relationship, reassignment of job duties, 

suspension, or termination of employment, and/or criminal prosecution of 

the person or persons involved. 

C.       INTERACTION WITH OTHER POLICIES - No existing Authority policy, practice, 

or procedure shall be interpreted to prohibit decisions designed to take action as 

outlined above, or to prevent a threat from being carried out, a violent act from 

occurring or a life threatening situation from developing. 
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D.   EMPLOYEE RESPONSIBILITIES - All Authority personnel are responsible for 

notifying the management representative designated below of any threats that they 

have received or have been told that another person has witnessed or received. 

Even without an actual threat, personnel should also report any behavior they have 

witnessed which they regard as threatening or violent, when that behavior is job 

related, might be carried out on an Authority controlled site, or is connected to 

Authority employment. Employees are responsible for making a report regardless 

of the relationship between the individual who initiated the threat or threatening 

behavior and the person or person who has threatened or was the focus of the 

threatening behavior. If the designated management representative is not available, 

employees should report the threat to their supervisor or another member of the 

management team. 

E.       PROTECTIVE ORDERS - All individuals who apply for or obtain a protective or      
restraining order which lists Authority locations as being protected areas, must 
(unless prohibited from doing so by the terms of a judicial order) provide to the 
designated management representative a copy of the petition and declaration used to 
seek the order, a copy of any temporary protective or retaining order which is granted, 
and a copy of any protective or restraining order which is made permanent. The 
Authority understands the sensitivity of the information requested and has 
developed confidentiality procedures that recognize and respect the privacy of the 
reporting employee (s). 

F.        WORKPLACE VIOLENCE DESIGNATED MANAGEMENT DESIGNEE 

  Gary Housing Authority 

 Attn: Human Resources Director 

 578 Broadway, Gary, IN 46402 

 Phone: (219) 881-6410 
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HARASSMENT, INCLUDING SEXUAL HARASSMENT 
 

I. PURPOSE 
To establish the Authority’s position on the subject of harassment, to set forth 
guidelines for handling violations of the policy and to specify the related complaint 
handling procedure. 

 
II. POLICY 

The Housing Authority will not tolerate harassment of employees by anyone, 
including any commissioner, supervisor, co-worker, vendor, resident, or tenant.  
Violation of this policy may subject the violator to disciplinary action, up to and 
including termination. 
 

III. PROHIBITED CONDUCT 
A. Harassment   –  consists  of  unwelcome  conduct,  whether verbal, physical  or  

visual, based upon a person’s sex, national origin, age, medical condition, 
marital status, veteran status, citizenship status, sexual orientation, presence of 
any physical, mental, or sensory disability, or other basis protected by State or 
Federal civil rights law. 

   
Harassment can take many forms and may include verbal abuse, slurs, 
comments, jokes, innuendoes, unwelcome compliments, pictures, cartoons, 
pranks, or other verbal or physical conduct which: 

 
1) has the purpose or effect of creating an intimidating, hostile, or 

offensive working environment. 
2) has the purpose or effect of unreasonably interfering with an 

individual’s work performance; or 
3) otherwise, unreasonably affects an individual’s employment 

opportunities. 
 

B. Sexual harassment is a type of harassment.  It occurs when the verbal and 
physical conduct described above is sexual in nature or is gender based, that 
is, directed at a person because of his/her gender.  Sexual harassment exists 
in the workplace when: 

 
1) submission to the conduct is either explicitly or implicitly a term or 

condition of employment 
2) submission to or rejection of the conduct is used as a basis for an 

employment decision affecting such individual; or 
3) the conduct unreasonably interferes with the individual’s job 

performance or creates a work environment that is intimidating, 
hostile, or offensive. 

 
Examples of sexually harassing conduct prohibited by the Gary Housing 
Authority include, but are not limited to: 
 

a) Physical assault or unwelcome touching, such as pats, squeezes, 
repeated brushing against someone’s body, or impeding or blocking 
normal work or movement; 

b) Unwanted sexual advances, or direct propositions of a sexual nature. 
c) Direct or implied threats that submission to sexual advances will be a 

condition of employment, work status, or promotion; exerting pressure 
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for sexual favor and /or basing employment decisions (such as 
performance evaluations, work assignment, or advancement) upon 
the employee’s acquiescence to sexually harassing behavior in the 
work place. 

 
d) Subtle pressure for sexual activity, an element of which may be 

conduct such as repeated and unwanted staring; 
e) Unwelcome verbal behavior, such as sexually explicit statements, 

questions, jokes, anecdotes, slurs, comments, suggestions or 
derogatory remarks about sex; 

f) Visual harassment, such as posting or sexually explicit, suggestive or 
derogatory pictures, cartoons, or drawings, even at one’s own work 
station; 

g) A pattern of conduct that would intimidate, offend, and/or humiliate a 
reasonable person at whom the conduct was directed, that includes 
one or more of the following: 

i. unnecessary touching, such as hugging; 
ii. remarks of a sexual nature about a person’s clothing or 

body; or 
iii. remarks about sexual activity or speculation about previous 

sexual experience 
h) E-mail messages 

i. Employees should exercise sound judgment when 
distributing electronic messages. 

ii. E-mails and documents forwarded should not contain 
sexual overtones. 

iii. E-mail messages must contain professional and 
appropriate language at all times 

iv. Employees are prohibited from sending abusive, 
harassing, intimidating, threatening, discriminatory or 
otherwise offensive messages via email.  

v. Sending the above mentioned messages via email will 
result in disciplinary action up to and including termination. 

i) Voice mail messages 
i. Employees should exercise sound judgment when leaving 

voice mail messages  
ii. Voice mail messages should not contain sexual overtones. 
iii. Voice mail messages must contain professional and 

appropriate language at all times 
iv. Employees are prohibited from sending/leaving abusive, 

harassing, intimidating, threatening, discriminatory or 
otherwise offensive messages via voice mail.  

v. Sending the above mentioned messages via voice mail will 
result in disciplinary action up to and including termination. 

 
C. THE HOUSING AUTHORITY’S POLICY REGARDING DEPARTMENTS 

1. Housing Authority directors and supervisors shall take all steps 
necessary to prevent harassment from occurring, such as 
affirmatively raising the subject, expressing strong disapproval, 
posting this policy in a prominent place and informing employees 
of their “right to raise” and “how to raise” the issue of 
harassment. 
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2. Housing Authority directors may also be responsible for the acts 
of non-employees in the workplace where the department 
management knows or should have known of the conduct and 
failed to take immediate or appropriate corrective action. 

 
D. COMPLAINT PROCEDURE 
 

1. Any employee who feels that he/she has experienced or 
witnessed harassment of any nature should immediately identify 
the offensive behavior to the harasser, and request that it stop.  
If an employee is uncomfortable in addressing the matter directly 
with the harasser; or if he/she does so, and the behavior does 
not stop, then, the employee should discuss the matter 
immediately with his/her Director, the Human Resources 
Director, his/her Supervisor, or any Supervisor with whom 
he/she feels comfortable. 
Supervisors and managers who receive a complaint shall 
contact the Human Resources Director.  The complaint will 
be treated in a confidential manner to the extent feasible. 

2. Employees who have been harassed, but wish to remain 
confidential cannot impute liability to the Gary Housing Authority. 

3. An employee who initiates a complaint of harassment will not be 
subject to any retaliatory action.  Also, there will be no retaliation 
against employees for assisting GHA in the investigation of a 
complaint. 

4. However, if after investigation any complaint of harassment or 
unlawful discrimination the GHA learns that the complaint is not 
bona fide or that an employee has provided false information 
regarding the complaint, disciplinary action up to and including 
termination, may be taken against the individual who provided 
the false information. 

5. The Human Resource Department shall conduct a prompt, 
impartial, discreet, and thorough investigation of all 
circumstances surrounding the alleged harassment.  The 
investigation shall be completed within a reasonable period of 
time. 

6. If it is determined after an investigation by the Human 
Resources Department than any supervisor, agent, or other 
employee has engaged in harassment in violation of the 
Authority’s policy, he/she will be subject to the appropriate 
disciplinary action, up to and including termination.  The 
Authority shall treat harassment as a Group A offense, the most 
serious, which is subject to the Authority’s disciplinary 
procedure.  Upon completion of the investigation, appropriate 
parties will be notified of the findings. 

 
Any questions regarding this policy should be addressed to the Human Resources 
Department. 
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ATTENDANCE CONTROL         

I. PURPOSE 

To provide a method to monitor employee attendance to maintain efficient operations.  

II.          SCOPE 

This attendance control policy applies to all employees  

III.         POLICY 

A.      ATTENDANCE GOAL - Every employee has the responsibility to maintain a good 
attendance record. The Authority seeks to achieve an overall record of greater than 
98% attendance is scheduled working hours for all employees combined, measured 
over a year or longer. 

B.     SUPERVISOR'S RESPONSIBILITY - Supervisors will exercise the primary 
management level responsibility to control employee attendance. Excessive 
employee absence and/or lateness are undesirable performance factors that will be 
managed by supervisors according to the procedures below. 

IV.       DEFINITIONS 

A.        ABSENCE - An absence is defined as any absence from work during 
scheduled working hours, excluding absence from work-incurred injuries or 
bereavement leave, FMLA leave, jury duty or military leave of absence. 

B.       LATENESS - Any employee not working by their designated start time is considered 
late. 

C.        PROCEDURE - Supervisors will administer the attendance standards and 

procedures outlined below, regardless of employee position, eligibility for sick leave 

benefits, or length of service. 

D.     ATTENDANCE STANDARDS - Supervisors will seek to maintain an attendance 

level among employees which, when measured Authority-wide, results in an average 

of no more than five (5) days absence per employee, measured over a year. 

E.         NOTIFICATION 

1.  Advance Notice - Employees are required to give their supervisors advance 

notice, when possible, of lateness or absence. If advance notice is not 

possible, notification by phone must be given by the employee to his/her 

supervisor within 30 minutes following the start of the employee's assigned 
shift or as soon as possible thereafter. 
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2.      Employee to Maintain Contact - Employees are required to maintain contact 

each day with their supervisors for any period of absence beyond one day, 

unless the employee has provided a doctor's certification covering a 

specified period. Frequency of contact between employee and supervisor will 

be by mutual agreement. 

 

3.   Medical Certification - Employees may be required to provide medical 

substantiation of absences. 

 

F.   ABSENCE WITHOUT NOTICE – After three (3) consecutive day’s absence without 

notice, the employee will be deemed to have resigned.  In such event, the Authority’s 

account will not be charged for any unemployment benefits for which the employee may 

become eligible. The employee will be eligible for reinstatement only if exceptional 

circumstances explain why the employee could not have called in.    

 

G. SCHEDULING ABSENCES - Employees who must be absent for personal reasons or 

medical appointments will be advised to schedule such appointment outside working hours, 

if possible. When the need for being absent from work is known in advance, a Request 

For Leave form will be completed and submitted to the supervisor for approval in 

enough advance to plan the absence. The supervisor must approve the absence 

prior to the employee's leave. 

H. PERFORMANCE APPRAISAL – Employee attendance will be evaluated by each 
supervisor in connection with employee performance appraisals. The records of 
employees with attendance problems may be reviewed more frequently. 

I. CORRECTIVE ACTION – Three or more absences, lateness or other infractions of 
attendance standards will be handled accordingly. 
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SOLICITATION AND DISTRIBUTION  

I.          PURPOSE 

To ensure a productive work environment where employees and business operations may 

function without disruption. 

II.          SCOPE 

This policy applies to all employees and non-employees during work time and while on GHA 

premises. 

III.       POLICY 

The Authority strives to establish a work environment that is productive and without undue 
disruptions to the work day. Therefore, soliciting by one employee of another, or collecting from 
one employee by another, is prohibited while either employee is on work time. Distributing 
literature and circulating petitions during work time or in work areas at any time is also 
prohibited. Finally, trespassing, soliciting or distributing literature by any non-employee is 
prohibited on GHA premises. 

IV.       DEFINITIONS 

A.        Work time - All time on the premises other than before and after work, at meal periods 
and break times; 

B.         Work areas - All areas on the premises other than employee break rooms. 
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SUBSTANCE ABUSE 

I.    PURPOSE 

To establish the Authority' s policy prohibiting use, possession, sale, purchase, transfer or being 

under the influence of alcoholic beverages, illegal drugs or other intoxicants at any time on 

company premises while on company business, or while operating the Authority's vehicles. 

II.        SCOPE 

This policy applies to all employees and applicants for employment 

III.       POLICY 

The Gary Housing Authority may at its discretion require employees to undergo drug and 
alcohol testing. At the first occasion the employee is tested and the results are positive, 
such employee shall be given the opportunity for rehabilitation and counseling. 

In the event of a second occurrence with a positive result from testing, the Authority may 
terminate such employee. Please refer to the section titled "Employment Assistance 
Program" for more details. 

The Authority further has an obligation to its employees, clients, and the public at large to 
reasonably ensure safety in our workplace and in our services. Consequently, the following are 
strictly prohibited: use, possession, sale, purchase, transfer or being under the influence of 
alcoholic beverages, illegal drugs or other intoxicants at any time on Authority premises or 
while on Authority business. 

The Authority recognizes the problem of substance abuse in our society. The Authority 
sees substances abuse as a serious threat to our employees and community. The Authority 

has thus established a substance abuse policy that strives to balance respect for individual 

privacy with the need to keep a safe, productive, drug-free environment. 

IV       DEFINITIONS 

A.     Drug - the term during includes marijuana, cocaine, opiates and synthetic narcotics, 

Amphetamines, phencyclidine (PCP), barbiturates, benzodiazepine, methadone, and 
propoxyphene or metabolite of any of the substances listed and prescription drugs.

           

          

B.     Legal Drug - includes prescribed drugs and over-the-counter drugs which have been 

legally obtained and are being used solely for the purposes for which they were 

prescribed or manufactured. Employees who are lawfully entitled to use controlled 

substances through a legitimate medical prescription must keep any such medication in 

the original container so as to avoid any mistake as to legitimate entitlement to use. 

Moreover, if the prescription medication is reasonably expected to affect the 

employee's performance, the employee is responsible for notifying his or her 

supervisor so that arrangements can be made to insure safe work performance. 
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C.        Illegal Drugs - any drug: 

1. Which is not legally obtainable; 

2. Which may be legally obtainable but has not been legally obtained; or 

3. Which is being used in a manner or for a purpose other than as prescribed. 

D.     Conviction - A finding of guilt (including a plea of nolo contenders) or imposition of 
sentence, or both, by any judicial body charged with the responsibility to determine 
violations of the Federal or State criminal drug status. 

E.    Employee Assistance Program ("EAP") - A program provided by the Authority 
through a contracted service provider, to assist employees at their expense in dealing 
with drug or alcohol dependency and other personal problem. Rehabilitation and 
return recommendations are usually arranged through an EAP. 

F.    Medical Review Officer (“MRO”) – A medical doctor chosen and paid for by the 
Authority responsible for receiving laboratory results generated by an employer's drug 
testing program who has knowledge of substance abuse disorders and has 
appropriate medical training to interpret and evaluate an individual's confirmed 
positive test results together with his or her medical history and any other relevant 
biomedical information. 

G.   On Call - That period of time when any employee whose job description includes 
periods when she/he shall be on-call, as defined by said job description. 

H.    Random Test - Drug/Alcohol test to a percentage of employees selected on random 
and unannounced basis. 

I.      Substance Abuse Professional ("SAP") - A licensed physician (medical doctor or 
doctor osteopathy), or a licenses or certified psychologist, social worker, employee 
assistance professional or addiction counselor chosen and paid for by the Authority, with 
knowledge of and clinical experience in the diagnosis and treatment of drug and alcohol 
related disorders. 

 
V.        PROCEDURE 

A.      Pre-Employment Drug Screening - The Authority will conduct post-offer, pre-

employment drug screening examination designed to prevent hiring individuals who 

are currently using illegal drugs. 

B.         General Procedures - 

1.  Alcoholic Beverages: No alcoholic beverages are permitted on the premises 

at any time, with the exception of GHA functions where such beverages have been 

approved in advance. Any employee reporting to work under the influence of 

alcohol or who has engaged in off-duty use so recently as to be detectable on duty 
will not be allowed to work, but rather will be sent home. Any such incident is also 

grounds for immediate dismissal. Use of alcohol while on call is prohibited. Any 

employee who is called in to report to duty and has been using alcohol must advise 
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his/her immediate supervisor that he/she has consumed alcohol within the 

prohibited time frame. 

2.         Drugs: No illegal drugs or controlled substances of any type are permitted 
on GHA property at any time. Possession, sale or improper use of drugs on GHA 
premises will warrant immediate dismissal. An employee reporting to work visibly 
impaired or who has engaged in off-duty use of illegal drugs so recently as to be 
detectable on duty will be deemed unable to properly perform required duties and 
will not be allowed to work. If possible, the employee's supervisor should first 
seek another supervisor's opinion to confirm the employee's status. Next, the 
supervisor will consult privately with the employee to determine the cause of 
the observation, including whether substance abuse has occurred. If, in the 
opinion of the supervisor, the employee is considered impaired, the employee 
should be sent home or to a medical facility by taxi or other safe 
transportation alternative, depending on the determination of the 
observed impairment, accompanied by the supervisor or anther employee if 
necessary. The refusal to accept such transportation shall be deemed 
insubordination, which may result in immediate dismissal. Moreover, if GHA 
reasonably believes that the employee is unsafe to drive, GHA reserves the right 
to call the police if the employee refuses to accept transportation home. 

3.         Unauthorized items: Employees may not have alcoholic beverage 

containers or drug paraphernalia in their possession or otherwise transport 

any such item in GHA vehicles or otherwise onto GHA premises for any 

reason. Employees found to be in possession of such unauthorized items shall 

be issued disciplinary action up to and including dismissal. 

 

4.      Arrest & Convictions: Employees are required to report an arrest for any 
violation involving alcohol or drugs to the Human Resources Director 

within five (5) days of such arrest. Employees who are convicted of any 

such violation shall be issued disciplinary action up to and including dismissal. 

 C.            Current Employee Drug and Alcohol Abuse Screening Selection Procedures 

  Drug and alcohol testing shall take place under the following circumstances: 

1.    Prior to employment in any position. Positive results in excess of levels 

specified by state or federal laws during any post-offer, pre-employment drug or 

alcohol test will result in that applicant's disqualification for employment with the 

Authority. Additionally, applicants testing positive will not be given an opportunity 

to reapply for employment with the Authority for a minimum 

2. When an employee who has been called into work acknowledges the use of 
alcohol but claims ability to perform his or her duties. 

3. As an element of a job promotion or other job reclassification, as part of an 

annual physical examination or fitness of duty physical examination following an 

authorized leave of absence for an extended absence due to a worker’s 

compensation injury. 
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4.      When an employee is involved in a vehicular accident or "has an occupational 
on-the-job accident regardless of whether or not he or she claims injury. The 
Authority will also test any other employee whose performance could have 
contributed to the accident, as determined by Authority supervisors using the 
best information available at the time of the decision. 

5. When Authority management has reasonable suspicion that an employee may 

be under the influence of drugs or alcohol due to their behavior, action, or 

apparent physical condition. Reasonable suspicion drug testing shall not be 

required except upon the recommendation of a supervisor who has been 

informed of the employee's suspicious behavior and who is at least one level of 

supervision higher than the supervisor requesting testing. When testing is 

administered under this subsection, all objective facts on hand at the time of 
the demand for testing which form the basis for the reasonable suspicion shall be 

reduced in writing, with a copy given to the employee within seven (7) days after 

testing. The original documentation shall be kept confidential by the 

employer and shall be retained by the employer for at least one (1) year 

confirmed test result. When a positive test may be the result of use of a 

prescribed drug, the employee will be required to submit proof of the 

prescription and a written statement from their physician approving the use of the 

drug during working hours to the Medical Review Officer within (48) hours of 

the request to do so. 

6.      If an employee is not tested within the specified time frame, the Authority shall 
document the reasons why the test was not performed within the required time 

period. 

7.      When any prohibited substance or unauthorized item is found in an area 

controlled or used by the employee. 

8.      All employees in safety-sensitive programs may be subjected to a random drug 

and alcohol testing program, which will use an unbiased selection procedure. 

 9.        As part of a return to duty drug testing program. 

10.      When the laboratory values in any unauthorized drug test indicate the need for 
additional testing, as determined by the Medical Review Officer, or where any 

authorized drug test must be canceled due to a collection, change of custody, or 

other procedural program. 

11.      Employees and job applicants shall have the right to consult with the Medical 

Review Officer for technical information regarding prescription/non-prescription 

medication. The Medical  Review Officer shall provide technical assistance to the 

Authority and to the employee. 
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 D.    Employee Assistance Program (EAP)   

GHA maintains an Employee Assistance Program (EAP) which provides help to employees 
and their families who suffer from alcohol or drug abuse. However, it is the responsibility of 
each employee to seek assistance from the EAP on a voluntary basis. Employees in need of 
alcohol or drug use counseling are encouraged to call a trained professional. 

The employee's decision to seek prior assistance from EAP or a trained professional will not 
be used as the basis for disciplinary action and will not be used against the employee in any 
disciplinary proceeding. On the other hand, using the EAP will not be a defense to imposition 
of disciplinary action where facts providing a violation of this policy are obtained outside of the 
EAP. Accordingly, the purposes of this policy and the EAP are not in conflict and are distinctly 
separate in their applications. 

 Through the EAP, GHA will provide appropriate assessment and referrals. Costs for actual 

treatment are the responsibility of the employee. Such employees may be granted leave 

with a conditional return to work depending on successful complete of the agreed upon 

appropriate treatment regimen which may include random testing. 

VI.       DISCIPLINE 

A. Grounds for discipline - Other than Positive Drug/Alcohol Screen 

1. Illegal Drug Possession - An employee bringing onto GHA's 

premises or property, having possession of, selling or attempting to 
sell, or transfer of any form of illegal drugs at any time, whether on 

GHA business or not, shall be subject to discipline including discharge 

or suspension without pay from employment, even for the first offense . 

 

2.  Alcohol Abuse - An employee who is under the influence of alcoholic 

beverages at any time while on GHA business or at any time during the hours 

between the beginning and ending of the employee's work day, whether on 

duty or not and whether on GHA business or property or not, shall be subject to 

discipline including discharge or suspension without pay from employment 

even for the first offense; 

An employee shall be determined to be under the influence of alcohol if: 

1.   The employee's normal facilities are impaired due to consumption of 
alcohol; or  

2.   The employee has a blood alcohol content (BAC) level of .08 or higher. 

 

3.  Failure to submit to required medical or physical examinations or tests to 

detect current alcohol or drug use is grounds for discharge or suspension 

without  pay from employment; 

4.      Prescription Drugs/Over The Counter Drugs - When an employee is taking a 
prescription, it may not be abused and must be taken according to the 
doctor's instructions. It is also the employee's responsibility to inform their 
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immediate supervisor when they are taking a prescribed drug or medication 
that can or will  interfere with one's work. Employees taking prescription 
drugs or over the counter drugs are forbidden to operate vehicles, machinery, 
equipment, etc., if the drug has or could have an effect on the employee's 
normal mental and/or physical state. Employees who violate this policy are 
subject to disciplinary actions up and including immediate termination; 

 B.        Discipline - Confirmed Positive Drug/Alcohol Screen 

1.      First Offense:  an employee with a first time positive confirmed drug or alcohol 
test, during his/her employment history with the Authority, will usually be 
placed  on leave status for 90 days without pay, unless other performance 
issues warrant other discipline up to and including termination. During leave, 
the employee will be evaluated by a Substance Abuse professional and 
be required to participate in and successfully complete an EAP, which will be 
at his/her own expense. In the event the Substance Abuse Professional does 
not recommend return to work at the end of 90 days, the employee may file a 
request of additional leave with the Authority. The following conditions shall 
also apply: 

a.  The employee must successfully complete the EAP. Failure to 

successfully complete the program will be evidenced by withdrawal 
from the program before its completion or a report from the program 

indicating unsatisfactory test after completion of the program. 

  

 b.     The employee must execute a written consent form allowing the 

 Authority to obtain information regarding the progress an successful 

 completion of the employee assistance program. 

c.   Following successful completion of the program, the employee will be 

allowed to submit to a return to duty drug and alcohol test. The 

employee may return to work only after a Substance Abuse 

Professional and Medical Review Officer have issued a written return 

to work release and the employee tests negative for all of the drugs 

screened. 

d.  Upon return to work, the employee will be subject to unannounced 
follow-up drug and/or alcohol testing. The number and frequency of 
such follow-up testing shall be as directed by a Substance Abuse 
Professional and will consist of at least six tests in the first 12 months 
following the employee's return to work. The Substance Abuse 
Professional may terminate the requirement for follow-up testing at 
any time after the first six tests have  been administered, if the 
Substance Abuse Professional determines that such testing is no longer 
necessary. Likewise, after the initial 12 month period, the Substance 
Abuse Professional may continue the follow-up testing for an 
additional 48 months if the Substance Abuse Professional determines 
that such testing if necessary. Regardless of the number and frequency 
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of follow-up testing, the employee will serve a 12 month probationary 
period from the return to work date. If the employee tests positive for 
drugs or alcohol during the probationary period or at any other time in 
the future, the employee shall be immediately terminated; 

  2.         Immediate Discharge: shall occur in the following situations: 

a.         Refusal to submit to an authorized drug or alcohol test by failing to 
provide an adequate urine, breath or saliva sample without a valid 
medical explanation or by engaging in conduct that clearly obstruct the 
testing process. Failure to submit to test also include refusal to 
cooperate regarding the collection of samples, submission or 
attempted submission altered or substitute urine sample or refusal 
to cooperate with laboratory personnel or Medical Review Officer 
during  any state of testing or confirmation process. An employee who 
refuses to submit to an alcohol test forfeits the employee's eligible for 
medical and indemnity benefits which would otherwise be due him/her 
under Indiana Worker's Compensation law. 

b.         Refusal to participate in the EAP, failure to execute a written 

consent form allowing the Authority to obtain information 

regarding the progress and successful completion of the 

Employee Assistance Program or failure to successfully complete 

the program after being required to do so following a First Offense as 

outline in subsection (1) above. 

  

c.       Drinking alcoholic beverages or using drugs while on duty, on 

call, on Authority property- which includes private vehicles while parked 

on Authority property and company vehicles at any time, on breaks, 

between shifts and at lunch - the employee is scheduled to work or 

may be assigned to work thereafter on the same day. 

d.    Distribution, dispensation, possession, concealment, sale, or 

unlawful manufacture of drug paraphernalia or any prohibited 

substance, including alcoholic beverages while on "authority 

property", which includes use within private vehicles while parked 
on Authority property or use within any Authority vehicle at any 

time. 

e.    When an employee tests positive for alcohol with a concentration 
of .08 or more in any unauthorized alcohol test on more than one 
occasion or when an employee tests positive for drugs in any 
authorized drug test on more than one 

f.  When an employee test positive for alcohol with 0.08 or more 
concentration or positive for drugs following an occupational on-the-job 
accident, vehicular or otherwise, regardless of whether or not the 
test is the employee's first positive confirmed result.  Additionally, if 
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the employee test positive for drugs or alcohol at levels prohibited by the 
Indiana Worker' s Compensation Statutes and Applicable rules 
adopted pursuant thereto, the employee forfeits the employee's 
eligibility for medical and indemnity benefits which would be 
otherwise due him/her Indiana's Worker's Compensation laws. 

g.  When an employee tests positive for alcohol with a concentration of 
0.08 or greater or tests positive for drugs (regardless of whether or not 
the test result is the employee's first positive confirmed test result) 
and the employee's conduct that led to the testing would justify 
dismissal if drug or alcohol use  had not been involved. 

h.  When an employee tests positive for alcohol with a concentration of 
0.08 or greater or an employee tests positive for drugs (regardless of 
whether or not the test result is the employee's first positive confirmed 
test result), combined with the employee's prior instances of 
misconduct warranting dismissal if drug or alcohol use had not been 
involved. 

VII.      VOLUNTARY REHABILITATION 

When an employee who has not previously tested employee for drugs or alcohol use or 
entered an employee assistance rehabilitation program for drug or alcohol related problems 

voluntary admits that s/he has a drug or alcohol problem at least forty-eight (48) hours prior to 

any order for drug/alcohol testing and requests help in receiving treatment for either drug or 
alcohol abuse, the Authority will discuss with the employee the various treatment, 

counseling and rehabilitation options that are available. No disciplinary action will be taken 

against an employee who voluntarily admits that s/he has a drug or alcohol abuse problem. 

However, the Authority has the following rights in such circumstances: 

 

A.         The employee will be required to be re-evaluated by a substance Abuse 

Professional to submit to testing and to enroll in and successfully complete an 

Authority approved inpatient or outpatient treatment or rehab program for 

drug and/or alcohol abuse and  remain drug and alcohol free for its duration, 

as a condition of continued employment or reinstatement with the Authority. 

The employee must use any accumulated sick eave and then annual leave to 

cover any absences from work. 

B.  Upon program completion, the employee must submit to a return to work drug 

and alcohol test. The employee may return to work only after a Substance 

Abuse Professional and Medical Review Officer have issued a written return 

to work release  and the employee tests negative for all of the drugs screened. 

C.  Upon return to work, the employee will be subjected to an unannounced follow-

up drug and/or alcohol testing.  The number and frequency of such follow-up 

testing shall be as directed by a Substance Abuse Professional and will consist 

of at least six (6) tests in the first twelve (12.) months following the employee’s 

return to work. The Authority may terminate the requirement for follow-up 

testing at any time after the six (6) tests have been administered, if a Substance 
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Abuse Professional determines that such testing is no longer necessary. 

Likewise, after he initial twelve (12) month  period, the Authority may 

continue the follow-up testing for an additional (48) months if a Substance 

Abuse Professional determines that such testing is necessary. 

D.  Regardless of the number and frequency of follow-up testing, the employee will 

serve a twelve (12) month probationary period from the return to work date. If 

the employee tests testing, the employee will serve a twelve (12) month 
probationary period from the return to work date. If the employee tests 

positive for drugs or alcohol during the probationary period or at any other 

time in the future, the employee shall be immediately terminated. 

VIII.     POLICY CONTENT AND ADDITIONAL INFORMATION 

The Authority's Drug and Alcohol Free Workplace Policy was adopted in accordance with the 

Federal Drug Free Workplace Act of 1988, and 24 CFR Part 24, Subpart F. Any questions 
regarding the contents of this policy or other matters relating to the Authority's anti-drug 

program and policies on the misuse of alcohol should be directed to the Director of 

Human Resources. 



 

 

77

 

LIST PRESCRIPTION DRUGS TAKEN WITHIN THE PAST 30 DAYS THIS IS FOR YOUR USE 

ONLY AT THIS TIME 

 

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________ 

 

 

Any employee or job applicant may consult with the testing laboratory or MRO directly for technical 

information regarding prescription and non-prescription medication. 

POST OFFER, PRE-EMPLOYMENT DRUG TESTING AGREEMENT 

Please read carefully or have someone read this to you. 

I agree to submit to a drug screen as part of my employment orientation process. I understand that either 
refusal to submit to the drug screen, or failure to qualify according to the minimum standards established 
b the Gary Housing Authority for this screen, will disqualify me from employment. 

I will be tested for drugs from one or all of the following categories: amphetamines, 
cannabinoids, cocaine, phencyclidine, methaqualone, opiates, barbiturates, benzodiazepines, 
methadone, propoxyphene, and alcohol. 

I further understand that upon commencement of employment with the Gary Housing Authority I 
may again be required to submit to drug screening per Authority policy. I understand that refusal 
to take a requested drug screen or failure to meet the minimum standards set for the screen may 
result in immediate suspension or discharge. 

If I am injured in the course and scope of my employment and test positive; I 

understand that I may forfeit my eligibility for medical and indemnity benefits under the 

Worker's Compensation Act upon Indiana Code 23-3-1-1. 

I have read in full and understand the above statement and conditions of employment as specified 

by company policy. 

Job Offeree's signature _____________________________________ Date: __________________ 
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I do hereby certify that I have received and read the Gary Housing Authority's Drug-Free Workplace 

Program and Policies regarding Substance Abuse and Screening for Substance Abuse, and have 

had the entire the Program explained to me. I understand that the program and policies are conditions 

of employment. 

I understand that if conditions as specified in the policy indicate it is necessary, I will submit to 

substance abuse screening. I also understand that failure to comply with a request for drug screening 

or a positive result may lead to termination of employment. 

If I am injured in the course and scope of my employment and test positive: I understand that I may 
forfeit my eligibility for medical and indemnity benefits under the Worker's Compensation Act 

upon exhaustion of the remedies provided in Indiana State I.C. 22-3-1-1. 

Names (PRINT): ____________________________________________________________________ 

Signature: ________________________________________________________________________ 

Date: _________________________________________________ 
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DRESS AND PERSONAL APPEARANCE 

I.     PURPOSE 

To establish guidelines for appropriate dress and appearance during normal business hours at 

the Authority. 

II.         SCOPE 

This policy applies to all employees. 

III.        POLICY 

Professional Appearance 

Employees are expected at all times to present a professional, business-like image to 
customers and the public. Favorable personal appearance, like property maintenance of work 
areas, is an ongoing requirement of employees with Authority. A radical departure from 
conventional dress, personal grooming and/or hygiene standards are not permitted. 

Any employee who does not meet the standards of this policy will be required to take corrective 
action which may include leaving the premises. Any work time missed because of failure to 
comply with this policy will not be compensated, and repeated violation of this policy will be 
cause for disciplinary action. 

The following provides general guidelines for employees' dress:  

Male Employees 

Shall be attired in shirts and ties whenever possible and always accompanied by a jacket. 

Female Employees 

Shall be attired in dress of adequate length that permits performance of duties with property 
office decorum. Nylon hose is permanent attire for all female employees. 

Short pants of any kind will not be permitted for both males and females. This includes 
but not limited to: Bermuda shorts, skorts, or divided skirts which are at or above mid calf of the 
leg. 

This policy may be waived by the Executive Director under exceptional circumstances, 

when the nature of the work to be performed requires adjustments. 
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At his/her discretion, the Executive Director may designate certain days or events where casual 

attire (including blue jeans or denim fabric) may be worn. 

IV.       PROCEDURE 

Supervisors are responsible for evaluating the dress code and appearance of employees under their 
supervision. The guidelines for dress published from time to time are guidance only and 

supervisors may determine that other dress may not constitute the professional, business-like attire 

expected of employees. If an employee is not dressed appropriately, the following steps should be 

taken by the supervisor: 

a.  A copy of the personnel dress policy will be given to the employee, and the Authority's 

dress and appearance standards should be reviewed. The employee may be sent 

home to change clothes or remedy the violation if the supervisor deems it necessary. If 

the employee is sent home, pay for that day resumes when the employee returns to work; 

b.          On the second occasion, the employee may be given three (3) days unpaid 
suspension; 

c.         Further violation may result in termination 
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SMOKING IN THE WORKPLACE          

I. PURPOSE 

To comply with applicable health codes and to reasonably accommodate the 

preference of both smoking and non-smoking employees 

II.         SCOPE 

This policy applies to employees and visitors at all GHA sites. 

III.         POLICY 

This Authority respects the individual preferences of smoking and non-smoking employees 
at our facility. All GHA buildings are established as non-smoking areas. However, GHA has 
designated outdoor smoking areas at each site. 

V.        DEFINITIONS 

"Smoking" means inhaling, exhaling, burning or carrying any lighted smoking equipment 
for tobacco, and includes the use of smokeless tobacco or snuff. 

VI.         PROCEDURE 

A.  PROHIBITED AREAS - For reasons of safety, public relations and other concerns, 
smoking is prohibited in the interior of all GHA sites and in GHA vehicles; 

B.    SMOKING AREAS - Smoking is allowed at designated exterior areas on GHA 

property; 

C.    VISITORS - Visitors to any GHA office area are expected to observe smoking 

and non-smoking designations. Employees are expected to inform visitors of this 

policy; and 

D.         CLEANLINESS - Employees are expected to keep designated smoking areas clean 

and to use trash receptacles located there. Failure to do so can result in a smoking 

area being temporarily and permanently closed. 
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TELEPHONE USE AND VISITORS  

I.          PURPOSE 

To provide guidelines for using GHA telephones and visitors 

II.         SCOPE 

  This policy applies to all employees  

III.          POLICY 

Efficient telephone service is vital to GHA business. Employees must adhere to the following 

guidelines: 

A.    Answer all calls promptly and courteously; 

B.   Hold personal calls, both incoming and outgoing, to emergencies or essential personal 
business only and keep them as brief as possible. No personal toll or long distance 
calls will be permitted to be charged to the Authority. Any such calls must be placed on 
the individual caller's "calling card"; 

C.     An employee may be requested to maintain a call log on long distance calls on behalf 
of the Authority. These calls must be company business; 

D.    Employees are expected to not receive excessive personal visitors during working 
hours. 
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POLITICAL ACTIVITIES  

I.          PURPOSE 

To establish rules and guidelines regarding political activities.  

II.          SCOPE 

 This policy applies to all employees.  

III.        POLICY 

A.     All employees must restrict their activities in political matters in accordance with 
Public Law 252, 76th Congress, as amended, known as the Hatch Act. Employees 
engaged in political activities in violation of this law are subject to dismissal from 
employment. 

B.   The Hatch Act recognizes the employee's right to express their opinion on political 
subjects and candidates, register with a political party, to vote in the primary election, 
and to cast his or her ballot on Election Day. 

C.    The Authority is covered by the provisions of the Hatch Act because of annual Federal 

contributions required to maintain low rents. 

D.     Activities prohibited include but are not limited to the following: 

1.  Serving as an officer of a political party, a member of a National, State or local 
committee of a political party, an officer or member of a committee of a 
partisan political club, or being a candidate for any of these positions. 

2.         Organizing or re-organizing a political party organization or political club. 

3.         Directly or indirectly soliciting, receiving, collecting, handling, disbursing, 
or accounting for assessments, contributions, or other funds for a partisan 

political club. 

4.         Organizing, selling tickets to promoting, or actively participating in a fund-
raising activity of a candidate in an election or of a political party office. 

5.         Becoming a candidate for or campaigning for public office. 
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RELEASE OF OFFICIAL INFORMATION 

I.          PURPOSE 

To protect the integrity of GHA information, services and employee efforts and to reduce the 

risk of litigation. 

II.        SCOPE 

This policy applies to all employees. 

III.       POLICY 

Employees are expected to devote their best efforts to the interest of the Authority and the 

conduct of its affairs. Based on this premise, the following applies: 

No employee may make any official statement concerning the Authority's activities or provide 
any document for review or copy to the press, or a radio or television representative 

without specific approval of the Executive Director or his or her designee. 

To insure this accuracy of information and the protection of confidential information, no 
employee may make available any document for review or copy to outside interests other than 
the press and media without the specific approval of the Department Director. 

IV.        PROCEDURE 

A.   Media requests for information or to view documents will be made in writing 

and addressed to the Director of Special Projects/Media. 

B.   GHA will respond no more than ten (10) business days from receipt of the 
request, in most cases. However, requests requiring retrieval of documents 

from warehouse archives may require more time. 

C.  Copies will be available for 15 cents per page, plus any applicable 
administrative costs, such as research and retrieval time at ($ 10.00) per hour. 

D.    Before distribution of information, supervisors must notify a Department 

Director and obtain approval that all confidential, non-public information has 

been deleted, such as medical history records, bank account numbers, credit 

card numbers, telephone numbers, and information related to health or 

property insurance. 
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TRAVEL 

I.          PURPOSE 

To provide guidelines for the control and reimbursement for travel. 

II.          SCOPE 

This policy applies to all employees, commissioners, residents, or other persons traveling 

on Authority business whose cost for travel is paid by the Authority. 

III.        POLICY - TRAVEL REQUEST PROCEDURES 

Attendance at conferences, seminars, conventions and meeting essential to conduct of Gary 
Housing Authority programs, shall be limited to the number of persons necessary to 
adequately cover the event. 

Employee travel requests shall be first be approved by the immediate supervisor, the Capital 
Funds Director, the Finance Director, the Human Resources Director and  then submitted to the 
Executive Director for approval no less than five (5) days prior to the Regular Monthly Board 
Meeting. Commissioners and other authorized agents of the Gary Housing Authority shall 
submit all travel requests requiring Board approval to the Commissioners for final 
consideration. 

All travel arrangements shall be made and expensed from the administrative offices of the 
Authority and all travel arrangement information issued from same. 

 Travel Outside the City of Gary 

Employees of the Gary Housing Authority may engage in official travel provided specific prior 
 approval and authorization is granted. Each trip outside the HUD Region V Jurisdiction 
shall be specifically approved and authorized by the Board of Commissioners. Each trip 
within the HUD Region V jurisdiction shall be specifically approved and authorized by the 
Executive Director. 

Commissioners and other designated agents of the Authority may engage in official travel 

provided specific provided specific prior approval and authorization is granted by the Board of 

Commissioners. Each trip must have specific prior approval and authorization by the Board 

regardless of jurisdiction. 

Travel outside the City of Gary but within the boundaries of the Chicago Metropolitan Area 
shall not be considered for overnight stay except at the Executive Director's 

recommendation and (Board approval when extenuating circumstances exist that warrant an 

overnight stay). 

Employees, Commissioners, and authorized agents of the Authority traveling outside the City of 
Gary, leaving prior to 8:00 a.m. and returning after 6:00 p.m. shall be entitled to 
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reimbursement for eligible travel expenses. (See Reimbursable Travel Expenses.) 
 
 
 Travel for Employment Interviews 

In order to obtain the best qualified person for vacant position at the director level and above, the 

Gary Housing Authority recognizes that the applicant pool may extend beyond reasonable 

driving distance. In such cases  when the agency is interested in interviewing a candidate for a 

second time, the agency will reimburse  travel expenses for applicant(s). 

The applicant shall follow the same procedures as other individuals who travel on behalf of the 

Gary Housing Authority and will receive the same per diem amounts. 

 Reimbursable Travel Expenses 

(Outside City of Gary): The following are considered reimbursable expenses when not prepaid by 

(Outside City of Gary). Any cost exceeding expense allowances as set forth by this policy shall 
be the subject to approval by the Board of Commissioners prior to reimbursement. To 

qualify for reimbursement, travelers are required to submit a travel expense statement with 

receipts attached. Reimbursement shall not exceed actual cost as stated by receipts. The 

following are considered reimbursable expenses when not prepaid by the Authority: 

1.          All round-trip air, rail, and bus transportation using the most direct route to and from the 
destination; 

2.         Ground transportation to and from airport; transportation from airport to lodging site 
and back; and transportation to and from conference site when accommodations at 
conference site are not available and shuttle buses are not provided; 

3.         Lodging at actual cost in connection with authorized travel, not to include costs for 

private lodging; 

4.            Mileage when privately owned vehicle is used for authorized out-of-town travel. 
Reimbursement shall be made at a fixed rate determined by the Federal Standard mileage 
allowance in effect at the time of travel; 

5.         When a private vehicle is used, a signed travel expense statement recording round-trip 

odometer readings and applicable parking fees and tolls must be submitted along with 

receipts to the Executive Director for approval prior to reimbursement. In the event two or 

more persons travel in one vehicle, only one of these persons shall be reimbursed for 

mileage, parking fees and toll expense; 

6.         Mileage for private vehicles will include: 

a.   Travel to and from the airport; tolls and parking fees, (parking allowed in the 

airport's most economical parking lot). 

b.          Round trip mileage using the most direct route to and from the destination. 
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c.   Travelers shall be reimbursed the lesser amount between the cost of the shuttle 

bus service to the airport or the combined cost of mileage, tolls, and parking of 

vehicles. 

d.    If a traveler makes the decision to travel to an approved location in a means other 

than the regular way, the traveler shall be reimbursed for the average cost of the trip. 
(For example, if others are flying to a destination and the traveler chooses to drive 

his/her own vehicle to drive on to another location afterwards, then the traveler will be 

reimbursed for the cost of the flight.  

e.        Automobile rental is allowed on a case by case basis with prior 

approval of the Executive Director. However, mileage shall not be paid in 

connection with the use of the rental vehicle. 

f.         Employees and non-employees for out of state or overnight events shall be 

entitled to a per diem of $45.00 per day for meals and tips of any kind. 

Receipts are not required for the per diem allowance expenditures. 

g.        Travel outside the City of Gary, but within the boundaries of the Chicago 

Metropolitan Area and the State of Indiana, requiring less than one day 

duration with departure prior to 8:00 a.m. and return after 6:00 p.m. is 

reimbursable at a per diem of the maximum allowed as stated in IRS 

Publication 1542 for meals and tips. Receipts are not required for per diem 

allowance expenditures. 

8.         Per Diem Tiers are in effect as follows: 

             If any effected person leaves AFTER 11:00am.............receive 75% per diem 

             If any effected person leaves AFTER 3:00pm..............receive 50% per diem 

             If any effected person leaves AFTER 8:00p.m.............receive 0% per diem 

Non-Reimbursable Expenses 

The following are considered non-reimbursable travel expenses and are not to be claimed on 

travel expense statements: 

• Telephone calls from hotel, other than GHA business related; 
• Movie viewing charges from hotel room; 
• Meal and tip expenses in excess of the $45.00 per day; 
• Any form of personal amusement (i.e., alcoholic beverages, entertainment cover 

charges or fees, tour fees); 
• Personal services (i.e.; haircuts, laundry/dry cleaning services, manicure/ 

pedicures, etc.); 
• Taxi or bus fares for non-business related travel; 
• Meals provided through registration costs; and 
• Extensions of, or change in travel status for personal reasons or convenience which 

will increase the cost of the travel. 
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Travel Expense Statement 

Travel expense statements are available to be itemized in detail on official GHA travel forms. 
Receipts and accompanying travel forms must be filed within five (5) working days after return 
from travel. Receipts for travel expenses, except per diem, must be attached to the expense 
statement to be considered an allowable expense, including but not limited to ground 
transportation and hotel. 
 

Travel expense statements shall be forwarded to the accounting department for verification 

and then to the Executive Director for final approval to issuance of reimbursements. 

Failure to file and submit travel expense statements automatically results in suspension of 

future travel privileges for the traveler until such time the statement is received and approved by 

the Executive Director. 

In the event that an employee, resident, or board member is scheduled for travel for 

training and the employee is not able to attend for personal reasons, the employee 

may be liable for any  loss of monies (plane tickets, seminar registration, etc) that 

cannot be recovered. 

 Travel within the City of Gary 

Necessary business travel within the City of Gary using a private vehicle will be reimbursed at 

the rate of the current IRS rate per mile, not to exceed (250) miles per month. Travel within 

Gary Housing  Authority developments is not reimbursable and cannot be claimed. 

All authorized persons requesting in-city travel reimbursement shall submit a claim on a 
Travel  Voucher showing odometer readings, destinations, dates and purpose of travel. In no 

case shall the  point to point odometer exceed that contained on the Average Mileage 

between GHA Developments  chart. 

 

 

 

All travel guidelines explained in this section apply to employees, residents, and commissioners 

of Gary Housing Authority. 
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GHA VEHICLES 

I.          PURPOSE 

To provide guidelines for use of the Authority's vehicles  

II.          SCOPE 

This policy applies to all employees.  

III.         POLICY 

A.         All employees must posses a valid driver's license in order to use an Authority vehicle; 

B.         All employees must be insurable by the Authority's Automobile Insurance Policy; 
Note: Failure to comply with A or B while driving an Authority vehicle may result in 

discipline, up to and including termination. 

C.         Seat belts must be worn at all times during operation of vehicles;  

D.         Smoking is not allowed in the Authority's vehicles at any time; and 

E.         Accidents must be reported via an incident report within (24) hours of the event. 

IV. POLICY (EXECUTIVE VEHICLES) 

At the discretion of the Executive Director, vehicles may be assigned to members of the 
executive staff. In addition to work activity, these vehicles may be used for commuting to and 
from home to work. Additionally, these cars may be used to go to lunch and for stops in 
between work and home as long as the stops do not materially increase the normal route to and 
from home and work. 

V.        PROCEDURE 

Executive staff vehicle operators are required to complete and turn in monthly fuel and 
mileage reports on assigned vehicles to the Fleet Manager. All other vehicle operators shall 

turn in the fuel and mileage reports on a weekly basis. 
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VEHICLE USE POLICY AND PROCEDURES 
 

 
I) Introduction 

 
All officials, employees, and volunteers who use an Agency or privately owned 
vehicle for Agency business shall follow the guidelines set forth in this policy and 
procedures document. 

 
II) Purpose 

 
The purpose of this policy is to establish and specify The Gary Housing Authority’s 
general requirements and guidelines for vehicle use (both private and Agency 
owned) by officials, employees, and volunteers during the conduct of official 
Agency business and to establish related procedures and controls.  References to 
employees in this policy include officials and regular and temporary employees 
unless stated otherwise. 
 

III) Policy 
 

Agency and privately owned vehicles used for Agency work activities are to be 
operated in a safe manner consistent with local, state, and federal laws.  All 
accidents must be reported promptly according to the procedures outlined within.  
The use of Agency vehicles shall be limited to necessary Agency business. 
 

IV) Procedures 
 

A) Responsibilities 
 

1)  Human Resources Department 
 

• The Agency Executive Director has designated the Human Resources 
Department as the group responsible for implementing the provisions of 
this policy. 

• The Human Resources Department shall be responsible for the uniform 
application and implementation of Agency policy in regard to 
assignment of Agency vehicles to individuals and departmental pools. 

• Human Resources shall also be responsible for ensuring that any 
proposed exceptions to this Agency policy are considered for maximum 
benefit to the Agency. 

• Responsibility for Agency vehicles shall be centralized under the 
direction of the Gary Housing Authority Fleet Manager for maintenance, 
acquisitions, repairs and other responsibilities not delegated to other 
departments.  This includes the authorization of alternate repair 
facilities. 

• Ensure that all regular staff, temporary employees and/or volunteers 
within his/her department, who drive vehicles on Agency business, are 
aware of and comply with this policy and procedures.   

• Ensure all regular staff, temporary employees and volunteers in each 
department who drive vehicles on Agency business are provided a copy 
of this policy and procedures. 

• Ensure the employees and volunteers sign an acknowledgement of 
receipt stating they have received, read, and have had the opportunity 
to obtain answers to any questions they may have regarding the 
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meaning and interpretation of the policy and procedures.  Employees 
and volunteers shall not operate a vehicle (Agency or private) for 
Agency business, until he/she has signed the acknowledgement of 
receipt form. 

• Ensure executed statements of acknowledgement are kept on file in the 
applicable departments. 

• Shall approve permanent retention authorization in March of each year 
and maintain annual filings of such authorization 

• Ensure Agency vehicles are operated by authorized Agency regular 
staff, temporary employees and/or volunteers who possess a legally 
valid Indiana driver’s license of the proper class for the vehicle being 
operated, prior to the vehicle being assigned, and who meet all other 
requirements established by their department. 

• Ensure that volunteers and temporary employees, who drive Agency 
vehicles, are subject to the same policy and procedures as regular 
Agency employees. 

 
2)  Department Managers 
 

• Ensure that all assigned vehicles are delivered to the Agency vehicle 
maintenance facility whenever service is due. 

• Ensure that all reimbursement claims for Agency vehicle repairs are 
sent to the Human Resources Department for verification and approval. 

• Ensure that all regular staff, temporary employees, and volunteers 
under his/her supervision, who drive Agency vehicles, possess a valid 
Indiana driver’s license of the proper class. 

• ALL accidents are reported to the Department Manager and the Human 
Resources Department immediately. 

 
3)  Drivers 
 

• Ensure the vehicle is used for official Agency business only and ensure 
that passengers shall be Agency employees or authorized persons. 

• Have possession of a valid Indiana driver’s license of the proper class 
at all times while operating any vehicle on Agency business. 

• Wear seat belts at all times and instruct all passengers to fasten their 
seat belts before the vehicle is in motion. 

• Operate the vehicle in a safe manner conforming to traffic laws and 
road conditions.    

• Smoking is prohibited in Agency owned or leased vehicles 
• Agency vehicles are to be serviced and repaired by Fleet Management 

or an approved outside vendor if they are unable to service/repair.  In 
the event of a vehicle breakdown within City limits or when traveling out 
of the City of Gary, every effort should be made to contact Fleet 
Management for assistance or instructions. 

• Conduct an operator’s check of the vehicle each day, prior to operating.  
The minimum operator’s check should consist of a check for body 
damage (dents, etc.), mechanical problems, and to verify all lights are 
functioning, all of which should be reported to your immediate 
supervisor and then in writing to the Human Resources Department. 

• Operate the vehicle in the manner consistent with the intended use of 
the vehicle. 
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• Ensure no pets are allowed in Agency owned vehicles, unless 
necessary for completion of assigned Agency duties. 

• Immediately notify the department head and the Human Resources 
Department of any change in his/her driving privileges. 

• Use of an Agency vehicle for transportation to home or a restaurant for 
meals is prohibited, unless permanent retention has been authorized or 
it is done during duty hours or while attending a meeting on official 
Agency business. 

• Notify your division manager/supervisor and the Human Resources 
Department immediately in the event you are involved in an accident. 

• In the event of an accident, utilize the accident information provided in 
this policy. 

• Place no bumper stickers or logos on Agency owned vehicles. 
 

B) Assignment of Vehicles 
 
When not on Agency business, Agency vehicles are to be kept on Agency 
property locations.  Privately owned vehicles are not to be left on Agency 
property for more than 24 hours and may be towed at the owner’s expense 
unless prior arrangements are made with the department head or his/her 
designee.  Duty hours, temporary or permanent retention may be allowed as 
follows: 
 
1)  Duty Hour Retention 
 
The minimum transportation needs for this category of vehicle assignment shall 
include the following conditions: 
 

• The department head or his/her designee has determined the 
assignee’s duties cannot be satisfactorily performed without continuous 
availability of a suitable vehicle during duty hours.   

• The tasks performed during duty hours require a specially equipped 
vehicle.    

• The need cannot be met by use of a department pool vehicle. 
• The monthly mileage claim costs of a privately owned vehicle would 

regularly exceed costs of assigning an Agency vehicle. 
 

2)  Permanent Retention 
 
A department head or his/her designee may assign an employee permanent 
(overnight) retention of an Agency vehicle if the department head deems that:  
 

• Permanent retention is in the best interest of the public; and 
 

• The task(s) to be performed when called during off-duty hours requires 
immediate travel to the job location.   

 
Approval for permanent retention is contingent on the employee being and 
remaining on a continuous on-call status during other than normal working 
hours (i.e., 24-hours on call) and meeting at least one of the following criteria: 
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• The need to respond to emergencies in the field with a vehicle specially 
equipped to meet the work needs of the department an average of at 
least six (6) or more calls per month. 

• The employee is required to respond to the field with specially equipped 
vehicles to meet the seasonal work conditions of the department. 

• The employee reports directly to the field at least fifty percent (50%) of 
his/her scheduled workdays and the employee lives more than ten (10) 
miles from the office headquarters. 

• The employee operates specialized equipment that would be required in 
the event of an emergency and there is not enough time to retrieve the 
equipment from an Agency facility. 

• An employee has an irregular work schedule due to required 
attendance at work related activities an average of at least two (2) 
weekends per month or two (2) evenings per week. 

 
 

3)  Temporary Retention 
 

The authority granted in this section shall not be used in place of or to 
circumvent the requirements of making formal requests for permanent 
retention.   
 
A department head or his/her designee shall be authorized to grant temporary 
retention of vehicles to employees based on the following criteria: 
 

• When an employee is temporarily scheduled for standby duty outside of 
normal working hours due to emergency conditions or adverse weather. 

• When an employee is leaving before working hours or returning from an 
authorized Agency business trip after regular working hours. 

 
C) Use of an Agency Vehicle for Personal Business 
 

When using an Agency vehicle, an employee or volunteer shall follow these 
guidelines: 

 
• When an employee or volunteer is assigned standby duty during 

weeknights or weekends, an assigned Agency vehicle may be used for 
limited personal necessities, such as necessary trips to the grocery 
store or pharmacy, medical/dental needs and religious observances (in 
emergency situations only when the employee or volunteer has no other 
vehicles available). 

• When the employee or volunteer is not on standby, but has approval 
from the appointing authority or designee to take an Agency vehicle 
home, the vehicle may be used for limited necessities (in emergency 
situations only).  The department head or his/her designee should be 
informed as soon as possible after such situations arise.    

• When an Agency car is taken home, it should be parked in an 
appropriate place such as the employee’s or volunteer’s driveway, 
garage, or close to the employee’s or volunteer’s home. 

• Notwithstanding the above, an Agency vehicle shall not be used at all 
for the above listed exceptions when the employee or volunteer has 
access to another private vehicle. 
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• If non-Agency employees or volunteers (i.e., family members) attend 
local, regional or state meetings with an employee or volunteer, the 
employee or volunteer shall use his/her personal transportation, with the 
prior authorization of the department head or designee.   Mileage claims 
shall be presented in accordance with the applicable provisions of the 
Agency’s Personnel Policies.   

• Each Agency employee or volunteer who is assigned the use of an 
Agency vehicle shall be responsible for proper and complete reporting 
to the Agency’s Auditor-Controller, to the Internal Revenue Service and 
to the Indiana Tax Board to the value of the mileage and use of the 
assigned Agency vehicle for other than assigned Agency business. 

• Transportation of any person(s) not connected with Agency business is 
prohibited in Agency vehicles unless otherwise expressly permitted by 
applicable law, or unless the department head or his/her designee gives 
prior specific authorization.   

 
D) Use of Privately Owned Vehicles for Agency Business 

 
The use of privately owned vehicles for official Agency business shall be 
allowed or encouraged when such use is determined to be in the best interests 
of the Agency.   
 
Use of a privately owned vehicle for official Agency business shall not be 
mandatory, unless it has specifically been made a condition of employment. 
 
1) Prerequisites for Authorization 
 

Any private vehicle to be operated shall be in sound mechanical condition 
and adequate for providing the required transportation in a safe and legal 
manner. The vehicle shall be a conventional 4-wheel vehicle.  Under no 
circumstances shall a 2 or 3-wheel vehicle be used for Agency business.  
The vehicle shall be equipped with seat belts.   
 
Any employees or volunteers authorized to use a privately owned vehicle 
for official Agency business shall have: 
 

• Prior authorization of his/her department head or their designee.   
• A valid Indiana driver’s license of the proper class with him/her at all 

times when operating the vehicle, while on Agency business.   
• Provide valid current proof of public liability/property damage 

insurance with policy limits.   
• The Agency will not cover any damages incurred to passengers not 

associated with Agency business, unless prior authorization is 
received from the department head or his/her designee. These 
damages will be the responsibility of the employee’s insurance.   

• The Agency discourages carrying passengers not associated with 
Agency business during trips on Agency business.   

• Borrowing a privately owned vehicle (not owned by Agency 
employee) for use on Agency business is prohibited.   

• Cost of wear and tear to a personally owned vehicle used on 
Agency business is the responsibility of the vehicle owner.    

• The Agency is not responsible for any loss/damage that occurs to 
any personally owned vehicle while parked on or near Agency work 
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sites, at the employee’s or volunteer’s home/residence, not being 
used for Agency business, or while the employee or volunteer is 
traveling on his/her normal commute to and from work. 

  
A volunteer may drive his/her own vehicle for Agency business only if 
the department head or his/her designee has approved the use, and:    
 
 

• An Agency vehicle is not available.   
• Non-Agency employees/volunteer passengers are not carried. 

 
An employee’s supervisor may approve use of a private vehicle in the 
following situations: 
 

• When there is no Agency vehicle available and alternate trip 
plans are not possible.   

• When the only available Agency vehicle is unsafe to drive.  In 
this instance the vehicle shall be taken out of service.   

• When the employee will be attending an all day meeting within 
the Agency and it is not appropriate to utilize an Agency vehicle 
for the entire day. 

 
2) Mileage Reimbursement 

 
Employees or volunteers authorized to use their private vehicles for Agency 
business can claim reimbursement to the extent authorized by either the 
applicable provisions of the Agency’s Salary and Benefits Resolution or the 
applicable provisions of any memorandum of understanding. 

 
3) Personal Property Reimbursement 
 

When an employee or volunteer is authorized to use his/her private vehicle 
for Agency business pursuant to this policy and sustains damage to the 
vehicle while in the authorized performance of official Agency business, 
he/she may submit a claim for reimbursement for such loss subject to the 
following: 
 

• He/she must report the incident that caused the damage to his/her 
insurance carrier if the damage exceeds their collision deductible.   

• He/she must report the incident that caused the damage to his/her 
supervisor.   

• He/she must report the incident to the police. 
• The employee or volunteer will be eligible for reimbursement up to 

the amount of his/her collision coverage deductible or $500.00, 
whichever is less upon submission of a substantiated claim 
consisting of:  

i A copy of the accident/incident report that was submitted to 
his/her supervisor and the Human Resources Department.  
ii. A copy of the accident/incident report prepared for his/her 
personal insurance (if the damage exceeds his/her 
comprehensive deductible).  
iii. A copy of the police report.  
iv. A statement signed by the employee’s or volunteer’s 
department head confirming the employee or volunteer was on 
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authorized Agency business at the time of the incident/accident, 
was authorized to use a personal vehicle on Agency business 
and that he/she approves the claim request.  
v. A copy of the repair bill or estimate.  
vi. A copy of the declarations page of the employee’s or 
volunteer‘s automobile insurance policy evidencing the 
deductible for collision damage or comprehensive coverage.  
vii. A copy of the vehicle registration form verifying the 
employee or volunteer as the registered owner of the vehicle.  

 
All such requests for reimbursements shall be subject to the approval of 
the Agency Executive Office. 
 

E) In the Event of an Accident 
 
All accidents involving an Agency vehicle or a private vehicle while used in the 
course and scope of employment must be reported whether or not there is 
damage to the Agency vehicle or whether or not the employee or volunteer is 
cited.  An individual, whether officer, employee or volunteer, regular, temporary 
or seasonal, shall be personally responsible for all damages proximately 
caused to other persons and/or property when that individual, while operating 
or traveling in an Agency or privately owned vehicle, acts outside the course 
and scope of his/her office or employment or engages in criminal misconduct, 
fraud, malice or gross negligence.  If the individual is using his/her privately 
owned vehicle pursuant to Agency policy, the individual’s insurance shall be 
considered primary to that maintained by the Agency. 
 
The Agency will not assume responsibility for injury to a non-Agency passenger 
who is an occupant of an Agency vehicle or a personally owned vehicle being 
used in the course of Agency business, unless prior authorization for his/her 
presence has been granted as set forth herein.  Disciplinary action may result if 
an investigation determines an employee was not in compliance with this 
policy.   
 
In the event of an accident, the employee or volunteer shall utilize the following 
information: 
 

• Stop immediately.   
• Take steps to prevent another accident at the scene.   
• Call a doctor or ambulance; or 911 if necessary.   
• Notify police.    
• Obtain as much information about the accident as possible, (i.e., names 

and addresses of witnesses, license numbers of vehicles involved, etc.)   
• Do not discuss fault, liability, or responsibility for the accident.   
• Do not agree to pay for anything or say that the Agency will take care of 

the costs or damage.   
• Do not sign any papers.   
• Do not discuss the accident or give statements to anyone at the scene, 

other than police officers.   
• File a police report within ten (10) days, no matter how small the 

accident.   
• The accident is to be reported immediately or as soon as practically 

possible to the Human Resources Department.   
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• Report the accident to your direct supervisor/manager and/or 
department head immediately or as soon as practically possible.   

• In the event of personal injury, worker’s compensation report forms are 
to be completed and submitted as required by the Worker’s 
Compensation Procedure Manual when an Agency employee is injured 
in a vehicle accident.   

• Complete required reports in accordance with the Agency Vehicle 
Accident Review Procedures.   

• If possible, take photos of the damaged vehicle/property and submit 
them with the incident report. 

 
F) Bureau of Motor Vehicles Reports 
 
All drivers will be subject to two (2) BMV checks during the period of each fiscal 
year.  The process will be implemented as follows: 

 
• The Human Resources Department shall distribute Driver’s License 

Verification forms to all drivers to complete. 
• All vehicle operators shall submit a copy of their most recent driver’s 

license. 
• The Human Resources Department will check all BMV reports to ensure 

that employees are still insurable as defined by the Agency’s Fleet 
Insurance Company. 

• All employees deemed uninsurable will not be eligible to operate 
company owned vehicles. 

 
 
Failure to adhere to the guidelines detailed in this Vehicle Use Policy may result in 
disciplinary action up to an including termination. 
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IDENTIFICATION BADGES  

I.         PURPOSE 

To provide guidelines for issuance and wearing of identification badges.  

II.          SCOPE 

This policy applies to all employees. 

III.       POLICY 

a.    The Human Resources Department will issue each employee an identification badge 

and an employee number 

b.        All employees must wear identification badges at all work times, day or night. Failure to 

comply may result in disciplinary actions up to and including termination. 

c.          Badges must be worn at or above waist level. 

d.         Badges damaged due to normal wear and tear will be replaced free of charge, 
provided the badge is presented to the Human Resources Department. 

e.      Employees may be required to bear the cost of replacing badges which are 
repeatedly lost or damaged, at a cost of ten dollars ($10). 
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TIME CLOCKS  (HAND SWIPE SYSTEM) 

I.          PURPOSE 

The purpose of this policy is to provide a method of keeping all employees' time records. 

II.          SCOPE 

This policy applies to all GHA employees including regular, temporary and force account. 

III.  POLICY 

To establish what employees are to use the hand swipe system and under what 
circumstances. 

V.         PROCEDURE 

A.        Time Clock (Hand Swipe System) 

1.      All non-exempt employees are required to provide a thumb or hand print; 

2.     Time clocks (Hand Swipe Systems) are located in strategic locations 

throughout the Authority in order to provide employees accessibility to clock 

in; 

3.         General rules for punching in as follow: 

a.    Employees are required to punch in using the time clock (hand 
swipe system) at the following times: (1) The beginning of the 
working period; (2) End of the working period. 

b.   Failure to do so without proper authorization from the Executive 
Director or his/her designee will result in loss of time for the period 
not shown from the time clock (hand swipe system). 

c.          Employees, regardless of time punched, are to be at their work station 

at the beginning of their work period or other time as assigned by the 
supervisor. 

 

d.       Supervisors are to monitor reports from the hand swipe system 

on a weekly basis, indicating on the report that he/she approved the 

time punched as being correct and the amount of hours worked to be 

paid for Department Directors are required to  initial all approved 

overtime prior to submitting any reports to Payroll for payment. 

e.         All employees are to swipe in on their own.  Falsification of any 
time reporting shall be cause for immediate termination. 

f.         Employees punching in late for the beginning of the shift or 
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ending of the lunch hour will be docked to the nearest quarter hour, 
unless the employee has prior approval from his/her immediate 
supervisor, and said period of  time shall be charged against 
appropriate leave. If an employee is late and consequently 
docked, the employee may, if he/she wishes, punch in at the 
nearest quarter hour. Please be advised, however, that consistent 
tardiness of any employee will be a cause for disciplinary action. 

g.         In situations where the time clock (hand swipe system) is not 
available or has malfunctioned, the employee shall fill in his/her 
time manually and have it approved at that time by the supervisor 
and the Department Director. 
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ETHICS IN PUBLIC CONTRACTING  

I.          PURPOSE 

This Ethics in Public Contracting Policy is established to recognize that, because the awarding 

of contracts by the Authority involves the expenditure of taxpayer funds, those employees of 

the Authority involved in the procurement process and the Authority's contractors are held 

to a higher standard of conduct than those who make private contracts. The Authority's 

procurement officials are expected to follow exemplary standards of conduct to maintain 

public confidence in the Authority's fairness in procurement and to comply with the provisions 
of HUD regulations, 24CR 85.36(b)(3). 

II.         SCOPE 

This Policy applies to the Authority's procurement officials, employees and agents, who are 
engaged in the award and administration of contracts. 

III.       POLICY 

No employee, officer or agent of the Authority shall participate in selection, or in the award or 
administration of any contract if a conflict of interest, real or apparent, would be involved. The 
Authority's employees must discharge their duties impartially so as to assure fair competitive 
access to the Authority's procurement by responsible contractors. Accordingly, this Policy 
also prohibits: dealing with family members; soliciting or accepting gratuities and kickbacks; 
disseminating confidential bidding information; and dealing with contractors who are hired on 
a contingency basis to procure and contract with the Authority. This Policy will be 
implemented by prescribing essential standards of ethical conduct for the Authority's 
procurement officials, employees and agents. 

IV.        PROCEDURES 

A.        Impartiality. The Authority's employees must discharge their duties impartially so 
as to assure a fair competitive access to the Authority's procurement by 

responsible contractors. Moreover, they are required to conduct themselves in 

such manner as to foster public confidence in the integrity of the Authority's 

procurement organization. Any attempt to realize personal gain through employment 

with the Authority by conduct inconsistent with the proper discharge of the 

employee's duties under this Policy is a breach of public trust and will result in 

discipline, as outlined below. 
 

B         Conflict of Interest. The ethical standards of this Policy are intended to avoid actual 

and apparent conflicts of interest. It is a breach of this Policy for any GHA employee 

to participate directly or indirectly in a procurement when the employee knows that: 

•          the employee or any close family relative has a financial interest 
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pertaining to the procurement; 

• a business or organization in which the employee, or any close family 

relative, has a financial interest pertaining to the procurement or; 

• any other person, business, or organization with whom the employee or any 

close family relative is negotiating or has a arrangement concerning 

prospective employment is involved in the procurement; 

Upon discovery of an actual or potential conflict of, an employee shall promptly file a 
written  statement or disqualification and shall withdraw from further participation in 

the transaction  involved.  Any employee who has or obtains any benefit from any 

GHA contact with a business in which the employee or any close family relative has 

a financial interest shall report such benefit to the Executive Director.  Any employee 

who knows or should have known of such benefit and fails to report such benefit to the 

Executive Director is in breach of the ethical standards of this Policy. 

C.       Restrictions on Employment of Present and Former Employees. A present or former 
employee of the Authority shall not knowingly act as principal or agent for anyone other 
than the Authority in connection with any contract or claim in which the employee 
participated personally and substantially through decision, approval, 
disapproval, recommendation, rendering of advice, investigation or otherwise 
while an employee of the Authority, where the Authority is a party or has a direct 
and substantial interest. A business in which an employee of the Authority has a 
financial interest shall not knowingly act as a principal or agent for anyone other 
than the Authority in connection with any contract or claim. Contemporaneous 
employment of an employee of the Authority by persons contacting or actively seeking a 
contract with the Authority is prohibited. 

D.    Prohibition against Selling to the Authority. A present or former employee of the 

Authority shall not engage in selling or attempting to sell supplies, services, or 

construction to the Authority for one (1) year following the date such employment 

ceased. The term "sell" means signing a bid or proposal, negotiating a contract, 

contacting any employee of the Authority for the purposes of obtaining, 

negotiating, or discussing changes in specifications, price, cost allowances, or other 
terms of a contract; settling contract disputes; or any other liaison activity with a view 

toward the ultimate consummation of a sale, although the actual contract is negotiated 

by another person. 
 
 
 

E.   Prohibition against Gratuities, Kickbacks, and Use of Confidential Information. 

The Authority's contracts shall include clauses advising prospective contractors 

of the prohibitions against gratuities and kickbacks. The Authority's procurement 

officials, employees and agents are required to ensure that the Authority's contracts 

contain provisions required under 24 CFR 85.36(i)(4). Provisions concerning the 

solicitation and acceptance of gratuities and kickbacks and the dissemination of 

confidential information are summarized below: 
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  1.         Gratuities.  It is a breach of Federal law: 

 

a.    for any contractor or potential contractor to offer, give, or agree 
to give any GHA employee or former employee GHA employee a 
gratuity or an offer of employment; or 

b.    for any GHA employee or former GHA employee to solicit, 
demand, accept, or agree to accept a gratuity or an offer of 
employment from any contractor or potential contractor. 

2.     Kickbacks. It is a breach of Federal law for any payment, gratuity, or offer of 
employment to be made by or on behalf of a subcontractor under contract to the 
prime contractor or higher tier subcontractor or any person associated 
therewith, as an inducement for the award of subcontract or order. This 
prohibition applies where the kickback is made before or after the award of an 
Authority contract or order. All contracts of the prime contractor with a 
subcontractor shall contain an anti-kickback clause. 

3.        Anti-competitive Practices. The Authority’s procurement officials, employees 
and agents shall report to the Executive Director any suspected anti-
competitive practices by contractors. An anti-competitive practice is a practice 
among bidders which reduces or eliminates competition or restrains trade. An 
anti- competitive practice can result from an agreement or understanding 
among competitors to restrain trade, such as submitting collusive bids or 
proposals, rotating low bids, or follow-the-leader pricing, sharing of the 
business, or may result from illicit business, or may result from illicit business 
actions which have the effect of restraining trade, such as controlling the 
resale price of products or an improper collective refusal to bid. 

4.        Use of Confidential Information. Disclosure of any bids before bid opening (for 
sealed bid procurement) or information contained proposals before award (for 
competitive or noncompetitive proposals procurement) to any person not 
authorized by the Authority's contracting officer to  receive such information shall 
be a breach of this Policy. It is a breach of this Policy for any employee or former 
employee knowingly to use confidential information for actual or anticipated 
personal gain, or for the actual or anticipated personal gain of any other person. 

5.        Prohibition Against Contingent Fees. It is a breach of this policy for a person 
to be trained, or to retain a person, to solicit or secure a contract with the 
Authority upon an agreement or understanding for a commission, percentage, 
brokerage, or contingent fee, except for retention of bona fide employees or 
bona fide established selling agencies for the purpose of securing business. 
The scope of this prohibition includes the prevention of influence peddling 
which might occur when a former GHA official is hired on a contingent basis by 
a business seeking GHA contracts. 

6.        Sanctions. The Executive Director and the Board of Commissioners are 
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responsible for determining sanctions for violations of this Policy. In addition, state 
and local laws and regulations pertaining to the Authority governing ethics in 
procurement shall be enforced by the Executive Director. The Authority may 
impose any one or more of the following for violations of this Policy: 

• oral or written warnings or reprimands; 
• suspensions without pay for specified periods of time; or 

termination of employment 

The value of anything received by an employee or non-employee in breach of this Policy shall 
be recoverable by the Authority.   Sanctions against contractors may include suspension 
and debarment. 
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FRAUD POLICY 

1.          PURPOSE 

This fraud policy is established to facilitate the development of controls which will aid in the 

detection and prevention of fraud against the Authority. It is the intent of Authority to promote 

consistent organizational behavior by providing guidelines and assigning responsibility for the 
development of controls and to conduct investigations. 

II.        SCOPE 

This policy applies to all employees and to any irregularity, or suspected irregularity involving 
employees as well as consultants, vendors, contractors, outside agencies during business 
with employees of such agencies, and/or any other parties with a business relationship with 
the Authority. Any investigative activity required will be conducted without regard to the 
suspected wrongdoer's length of service, position/title, or relationship to the Authority. 

Ill.        POLICY 

A.    Management is responsible for the detection and prevention of fraud, 
misappropriations, and other irregularities. Fraud is defined as the intentional, false 
representation or concealment of a mental fact for the purpose of inducing 
another to act upon it to his/her area of responsibility, and be alert for any indication of 
irregularity. 

Any irregularity that is detected or suspected must be reported immediately to the 
Executive Director or the Human Resources Director where there is a conflict, who 
will coordinate all investigations with the Authority's Counsel and other affected areas, 
both internal and external. 

B.  ACTIONS CONSTITUTING FRAUD refers to, but is not limited to: 

• Any dishonest or fraudulent act; 

• Forgery or alteration of any document or account belonging to the 

Authority; 

• Forgery or alteration of a check, bank draft, or any other financial 

document; 
• Misappropriation of funds, securities, supplies, or other assets; 

• Impropriety in the handling or reporting of money or financial 

transaction; 

• Profiteering from insider knowledge of Authority activities. 

• Disclosing proprietary information to outside parties; 

•         Accepting or seeking anything of material value from contractors, vendors or 

persons providing services/materials to the Authority greater than Twenty-

Five ($25.00) in value; 

• Destruction, removal or inappropriate use of records, furniture, 

fixtures, and equipment; 
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•             Any similar or related irregularities. 

 

C.      The Executive Director of the Authority, or the Human Resources Director, unless 

there is a conflict, is responsible for the administration, interpretation, and application 

of this policy. The policy will be reviewed annually and revised as needed. 

IV.         PROCEDURES 

A.         Irregularities concerning an employee's moral, ethical, or behavioral conduct should 
be resolved by departmental manager, and the Human Resource Department. If 
there is any question as to whether an action constitutes fraud, contact the Executive 
Director of the Authority for guidance. 

B.        The Executive Director or the Human Resources Director, when there is a conflict, 
has the primary responsibility for the investigation of all suspected fraudulent acts as 
defined in the policy. If the investigation substantiates that fraudulent activities have 
occurred, the Executive Director will issue reports to appropriate designated 
personnel, and if appropriate to the Board of Commissioner thought the Chairman 
of the Board. 

C.    Decisions to prosecute or refer the examination result s to the appropriate law 
enforcement and /or regulatory agencies for independent investigation will be made in 
conjunction with legal counsel's and the Executive Director or his/her Designee, for final 
decisions on disposition of the case. 

D.        The Authority will treat all information received confidentially. Any employee 
who suspects dishonest or fraudulent activity will notify the Executive Director 

immediately and should not attempt to personally conduct investigations, 

interviews/interrogations related to any suspected fraudulent act. Investigation results 

will not be disclosed or discussed with anyone other than those who have a 

legitimate need to know. This important in order to avoid damaging the reputations 

of persons suspected but subsequently found innocent of wrongful conduct and to 
protect the Authority from potential civil liability. 

E.        The Executive Director can appoint members to an Investigation Units and they will 
have free and unrestricted access to all Authority records and premises, whether 

owned or rented and the Authority to examine, copy and/or other storage facilities on 

the premises without prior knowledge or consent of any individual who may use or 

have custody of any such item or facilities when it is within the scope of their 

investigation. 
 
 
V.        REPORTING PROCEDURE 

A.      Great care must be taken in the investigation of suspected improprieties or 

irregularities to avoid mistaken accusations or altering suspected individuals that an 

investigation is under way. 
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B.        An employee who discovers or suspects fraudulent activity will contact the Executive 

Director of the Authority immediately. The employee or other complainant may 

remain anonymous. All inquiries concerning the activity under investigation from 

the suspected individual, his/her attorney or representative, or any other inquirer 

should be directed to the Authority's legal counsel. No other concerning the status of an 

investigation will be given out. The proper response to any inquiries is: "I am not at 

liberty to discuss this matter." Under no circumstances should any reference be 
made to the "the allegation," "the crime," "the fraud," "the forgery," "the 

misappropriation," or 

C.        The reporting individual should be informed of the following: 

1.  Do not contact the suspected individual in an effort to determine facts or 
demand restitution; 

2.         Do not discuss the case, facts, suspicions, or allegations with anyone unless 
specifically asked to do so by the Authority's legal counsel or Executive 
Director. 

VI.       TERMINATION 

If an investigation results in a recommendation to terminate an individual, the 
recommendation will be reviewed for approval by the designated representative from Human 
Resources and the Authority's legal counsel before any such action is taken. Any investigation 
group does not have the authority to terminate an employee. The decision to terminate an 
employee is made by the employee's management. Should the Executive Director after 
receiving advice and counsel from the Authority's legal counsel believe the decision in 
appropriate for the facts presented, the facts will be presented, and the Executive Director's 
decision shall be final. 
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ELECTRONIC ACCESS POLICY 
 
Introduction  
 

1. General  
 
E-mail 
 

2. E-mail Policies and Procedures 
 
Network and Internet Policy 

3. Personal Responsibility 
4. Permitted Use and Term 
5. Availability and Access 
6. Content and Communications 
7. Privacy 
8. Downloaded Files 
9. Confidential Information 
10. Prohibited Activities / Prohibited Uses 
11. Computer Equipment 
12. Compliance 
13. Non-compliance 
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Acknowledgement of Receipt and Understanding 

15. Electronic Access Policy Acknowledgement of Receipt and Understanding 
 
INTRODUCTION 
 
I.  GENERAL 
 
The Gary Housing Authority provides some, if not all, employees with electronic access, 
consisting of an e-mail system, a network connection, and Internet/Intranet access.  This 
policy governs all use of the Authority’s network, Internet/Intranet access, and e-mail systems 
at all GHA locations and offices.  This policy includes but is not limited to, electronic mail, chat 
rooms, the Internet, news groups, electronic bulletin boards, the Authority’s Intranet and all 
other GHA electronic messaging systems. 
 
E-MAIL 
 
II.  E-MAIL POLICIES AND PROCEDURES 
 
The Gary Housing Authority e-mail system is designed to improve service to our customers, 
enhance internal communications, and reduce paperwork.  Employees using the Authority’s e-
mail system must adhere to the following policies and procedures: 
 

• The Gary Housing Authority e-mail system, network, and Internet/Intranet access 
are intended for business-use only.  Employees may access e-mail and the 
Internet for personal use only during non-working hours, and strictly in compliance 
with the terms of this policy. 
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• All information created, sent, or received via the Gary Housing Authority e-mail 
system, Internet, or Intranet, including all e-mail messages and electronic files is 
the property of the Gary Housing Authority.  Employees should have NO 
expectation of privacy regarding this information.  The Authority reserves the right 
to access, read, review, monitor, and copy all messages and files on its computer 
system at any time and without notice.  When deemed necessary, the Authority 
reserves the right to disclose text or images to law enforcement agencies or other 
third parties without employee consent. 

• Use extreme caution to ensure that the correct e-mail address is used for the 
intended recipient(s). 

• Any message or file sent via e-mail must have the employee’s name attached. 
• Personal e-mail accounts are not permitted unless expressly authorized in advance 

by the MIS Department. 
• Alternate Internet service provider connections to the Authority’s internal network 

are not permitted unless expressly authorized by the MIS Department and properly 
protected by firewall or other appropriate security device(s) and/or software. 

• Confidential information should not be sent via e-mail unless encrypted by 
Authority approved encryption software and according to established Authority 
procedure in affect at the time of transmittal.  This includes the transmission of 
resident financial information, Social Security numbers, employee health records, 
or other confidential material. 

• Employees must provide the MIS Department with all passwords. 
• Only authorized management personnel are permitted to access another person’s 

e-mail without consent. 
• Employees should exercise sound judgment when distributing messages.  

Resident-related messages should be carefully guarded and protected.  
Employees must also abide by copyright laws, ethics rules, and other applicable 
laws. 

• E-mail messages must contain professional and appropriate language at all times.  
Employees are prohibited from sending abusive, harassing, intimidating, 
threatening, and discriminatory or otherwise offensive messages via e-mail.  
Sending abusive, harassing, intimidating, threatening, and discriminatory or 
otherwise offensive messages via e-mail will result in disciplinary action up to and 
including termination. 

• E-mail usage must conform to the Authority’s harassment and discrimination 
policies. 

• Use of the Authority’s e-mail system to solicit for any purpose, personal or 
otherwise, without the consent of the Authority is strictly prohibited. 

• Chain messages and executable graphics and/or programs should be deleted.  
Any employee engaging in the transmission of inappropriate e-mail, as determined 
by management, will be subject to disciplinary action up to and including 
termination. 

• Employees should archive messages to prevent them from being automatically 
purged.  All messages archived in the Authority’s computer system shall be 
deemed Authority property, as is all information on the Authority’s systems.  
Employees are responsible for knowing the Authority’s email retention policies. 

• Misuse and/or abuse of electronic access, including but not limited to, personal use 
during working hours, copying or downloading copyrighted materials, visiting 
pornographic sites or sending abusive e-mail messages will result in disciplinary 
action up to and including termination. 

 
Violation of any of these policies will subject an employee to disciplinary action up to and 
including termination. 
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NETWORK AND INTERNET POLICY 
 
III.  PERSONAL RESPONSIBILITY 
 
By accepting an account password, related information, and accessing the Authority’s 
Network or Internet system, an employee agrees to adhere to the Authority’s policies 
regarding their use. You also agree to report any misuse or policy violation(s) to your 
supervisor or the Authority’s MIS Department. 
 
IV.  PERSONAL USE AND TERM 
 
Use of the Network and the Internet is a privilege, not a right.  Use of Network and Internet 
access extends throughout an employee’s term of employment, providing the employee does 
not violate the Authority’s policies regarding Network, Internet, and/or Intranet use. 
 
V.  AVAILABILITY AND ACCESS 
 
The Authority reserves the right to suspend access at any time, without notice, for technical 
reasons, possible policy violations, security and/or other concerns. 
 
VI.  CONTENT AND COMMUNICATIONS 
 
The Authority, at its sole discretion, will determine what materials, files, information, software, 
communications, and other content and/or activity will be permitted or prohibited. 
 
VII.  PRIVACY 
 
Network and Internet access is provided as a tool for our organization’s business.  The 
Authority reserves the right to monitor, inspect, copy, review, and store at any time, without 
prior notice, any and all usage of the Network and the Internet, as well as any and all 
materials, files, information, software, communications, and other content transmitted, 
received or stored in connection with this usage.  All such information, content, and files are 
the property of the Authority.  An employee should have NO expectation of privacy regarding 
them.  Network administrators may review files and intercept communications for any reason, 
including but not limited to maintaining system integrity and ensuring employees are using the 
system consistently with this Policy. 
 
VIII.  DOWNLOADED FILES 
 
Files are not to be downloaded from the Internet without the prior authorization of 
management.  Any files authorized for download from the Internet must by scanned with virus 
detection software before being opened.  Employees are reminded that information obtained 
from the Internet is not always reliable and should be verified for accuracy prior to use. 
 
IX.  CONFIDENTIAL INFORMATION 
 
Employees may have access to confidential information about the Authority, other employees 
and residents.  With the approval of management, employees may use e-mail to communicate 
confidential information internally to those with a need to know.  Such e-mail must be marked 
“Confidential.” For purposes of this policy, confidential information includes, but is not limited 
to: 
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• Procedures for computer access and passwords of the Authority’s residents, 

program manuals, user manuals, or other documentation, run books, screen, file or 
database layouts, system flowcharts, and all documentation normally related to the 
design or implementation of any computer programs developed or owned by the 
Authority relating to computer programs or systems installed for internal use. 

• Lists of present or past vendors and the names of individuals at each vendor 
location with whom the Authority deals, and the information relating to those 
vendors which has been given to the Authority by them or developed by the 
Authority. 

• Lists of/or information about personnel seeking employment with or who are 
employed by the Authority. 

• Prospect lists for actual or potential vendors and residents of the Authority and 
contact persons at such actual or potential vendors and residents. 

• Any other information relating to the Authority’s research, development, 
purchasing, marketing, employees past and present, residents past or present, and 
financial information. 

 
X.  PROHIBITED ACTIVITIES 
  

Employees are prohibited from using the Authority’s e-mail, network, or 
Internet/Intranet access for the following activities: 
 
• Downloading software without the prior approval of the Authority’s MIS 

Department. 
• Printing or distributing copyrighted materials.  This includes, but is not limited to, 

software, articles, audio, video, and graphics protected by copyright. 
• Using software that is not licensed by the manufacturer or approved by the 

Authority. 
• Sending, printing, or otherwise disseminating the Authority’s proprietary data, or 

any other information deemed confidential by the Authority, to unauthorized 
persons. 

• Operating a business, soliciting money for personal gain or otherwise engaging in 
commercial and/or political activity outside the scope of employment. 

• Searching for outside employment. 
• Making offensive or harassing statements based on race, color, religion, national 

origin, veteran status, ancestry, disability, age, sex, or sexual orientation. 
• Sending or forwarding messages containing defamatory, obscene, offensive, or 

harassing statements.  An employee should notify their supervisor and/or Human 
Resources Director immediately upon receiving such a message.  This type of 
message should never be forwarded. 

• Sending or forwarding a message that discloses personal information without 
Authority authorization.  This shall also include accessing, transmitting, receiving, 
or seeking confidential information about residents or fellow employees past or 
present without authorization. 

• Sending ethnic, sexual-preference or gender-related slurs and/or jokes via e-mail.  
Jokes, which often contain objectionable material, are easily misconstrued when 
communicated electronically. 

• Sending or soliciting sexually orientated messages or images. 
• Attempting to access or visit sites featuring pornography, terrorism, espionage, 

theft, or drugs. 
• Gambling or engaging in any other criminal activity in violation of local, state, or 

federal law. 
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• Engaging in unethical activities or content. 
• Participating in activities, including the preparation or dissemination of content, 

which could damage the Authority’s professional image, reputation, and/or financial 
stability. 

• Permitting or granting use of an e-mail or system account to another employee or 
persons outside the Authority.  Permitting another person to use an account or 
password to access the Network or the Internet, including, but not limited to, 
someone whose access has been denied or terminated, is a violation of this policy. 

• Using another employee’s password or impersonating another person while 
communicating or accessing the Network or Internet. 

• Introducing a virus, harmful component, corrupted data or the malicious tampering 
with any of the Authority’s computer systems. 

 
XI. COMPUTER EQUIPMENT 
 

The following policies are designed to reduce repair costs, maintain the integrity of our 
system and protect the assets of the Gary Housing Authority.  Employees should 
adhere to the following: 
 
• Do not keep liquids or magnets on or near any computer. 
• Do not remove any computer or equipment from the building without prior written 

permission from management. 
• Do not transport disks back and forth between home and office.  This will help to 

minimize exposure to viruses and other malicious code. 
 
XII.  COMPLIANCE 
 

Though each individual is responsible for his/her own actions, management personnel 
are responsible for ensuing employee compliance with Gary Housing Authority policy. 

 
Any employee aware of a policy violation should immediately report the violation to 
their supervisor, the Authority’s MIS Department, and/or the Human Resources 
Director. 

 
Employees who violate this policy and/or use the Gary Housing Authority’s e-mail 
system, Internet, or Intranet access for improper purposes will be subject to 
disciplinary action up to and including termination. 

 
XIII.  NON-COMPLIANCE 
 

Violation of these policies will result in disciplinary action up to and including 
termination. 

 
SOFTWARE USAGE POLICY 
 
XIV.  SOFTWARE USAGE POLICIES AND PROCEDURES 
 

Software piracy is both a crime and a violation of the Authority’s Software Usage 
Policy.     
 
Employees are to use software strictly in accordance with its license agreement.  
Unless otherwise provided in the license, the duplication of copyrighted software 
(except for back-up and archival purposes by designated managerial personnel) is a 
violation of copyright law.  In addition to being in violation of the law, unauthorized 
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duplication of software is contrary to the Authority’s standards of employee conduct. 
  

To ensure compliance with software license agreements and the Authority’s Software 
Usage  Policy, employees must adhere to the following: 
 
• Employees must use software in accordance with the manufacturer’s license 

agreements and the Authority’s Software Usage Policy.  The Authority licenses the 
use of computer software from a variety of outside companies.  The Authority does 
not own the copyright to software licensed from other companies.  Employees 
acknowledge they do not own software or its related documentation.  Employees 
may not make additional copies of software, unless expressly authorized by the 
software publisher.  The only exception will be a single copy, as authorized by 
designated managerial personnel, for back-up or archival purposes. 

• The Authority does not condone and prohibits the unauthorized duplication of 
software.  Employees illegally reproducing software will be subject to disciplinary 
action up to and including termination.  In addition, employees illegally reproducing 
software may be subject to civil and criminal penalties including fines and 
imprisonment. 
NOTE:  Unauthorized reproduction of software is a federal offense under US 
copyright laws.  In the US, violators may be subject to civil damages in 
amounts up to $150,000 per title copied.  Criminal penalties include fines as 
high as $250,000 per software title copied, and imprisonment of up to 5 
years. 

• Any employee who knowingly makes, acquires, or uses unauthorized copies of 
computer software licensed to the Authority, or who places or uses unauthorized 
software on the Authority’s premises or equipment shall be subject to disciplinary 
action up to and including termination. 

• Employees are not permitted to install their personal software onto the Authority’s 
computer system.  Employees are not permitted to copy software from the 
Authority’s computer system for installation on home or other computers without 
prior written authorization. 

• In cases that require an employee to use software at home, the Authority will 
provide an additional copy or license.  Any employee issued additional copies of 
software for home use acknowledges that such additional copies or license(s) 
provided for home use are the property of the Authority.  Employees who are 
required to use software at home should consult with the MIS Department to 
determine if appropriate licenses allow for home use. 

• Employees are prohibited from giving software or fonts to clients, residents, 
vendors, and other persons not in the employ of the Authority.  Under no 
circumstances will the Authority use software from an unauthorized source, 
including, but not limited to, the Internet, home, friends and/or colleagues. 

• Employees who suspect or become aware of software misuse are required to 
notify their supervisor, the MIS Department, Human Resources Director, or 
department manager. 

• All software used on Authority-owned computers will be purchased through the 
appropriate procedures. 
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XV.  ELECTRONIC ACCESS POLICY ACKNOWLEDGEMENT OF RECEIPT AND  
 UNDERSTANDING 
 
I hereby certify that I have read and fully understand the contents of the Electronic Access 
Policy.  Furthermore, I have been given the opportunity to discuss any information contained 
therein or any concerns that I may have.  I understand that my employment and continued 
employment is based in part upon my willingness to abide by and follow the policies, rules, 
regulations, and procedures of the Gary Housing Authority.  I acknowledge that the Gary 
Housing Authority reserves the right to modify or amend its policies at any time, without prior 
notice.  These policies do not create any promises or contractual obligations between the 
Gary Housing Authority and its employees.  My signature below certifies my knowledge, 
acceptance and adherence to the policies, rules, regulations, and procedures of the Gary 
Housing Authority regarding Electronic Access. 
 
 
Signature___________________________________________ Date___________________ 
 
 
Print Name_________________________________________  
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EMPLOYEE COMMUNICATIONS 

BULLETIN BOARDS  

I.          PURPOSE 

To provide a permanent and official channel of communication to employees.  

II.          SCOPE 

This policy applies to all employees of the Authority. 

III.       POLICY 

Important Authority information will be displayed permanently on bulletin boards located at 

strategic points throughout the Authority's facilities. Information will be of the following types: 

� legally required posters and notices; 
� GHA standards and rules of conduct; 
� Safety rules and related information; 
� Management memos and announcements, including job posting forms; 
� GHA sponsored social and recreational events, dated employee classified 

ads; 
� Documents are required by HUD and board policy. 

Employees will be responsible for regularly checking and reading the bulletin board and for 
following the rules, regulations and instructions posted there. 

V.         PROCEDURE 

A.  Information posted on bulletin boards must be approved in advance by the Director 

of Human Resources. 

B.   Each site manager will be responsible for maintaining the orderly appearance of the 

bulletin boards, posting new information and removing dated material. 

 

 

 

 

 

 



 

 

116

SUGGESTIONS  

I.         PURPOSE 

To encourage employees to suggest ways to improve the quality or efficiency of the Authority. 

II.         SCOPE 

This policy applies to all employees. 

III.       POLICY 

GHA encourages employees to suggest methods to improve the quality or efficiency of the 
Authority. Employees must submit their suggestions to their supervisors or the Director of 
Human Resources in writing. The suggestions should be detailed so that the system or 
procedure can be adequately evaluated. 
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PERFORMANCE EVALUATIONS AND PROMOTIONS 

PERFORMANCE EVALUATION 

I.          PURPOSE 

To provide a process by which the job performance of each employee is appraised for purpose 
of development, merit review and counseling. 

II.          SCOPE 

This policy applies to performance appraisal of regular and probation-period employees. 

III.       POLICY 

a.       Employees to be Evaluated - The work of each regular and probationary-period 

GHA employee will be evaluated pursuant to this policy; 

b.       When an Evaluation is to be Performed - Performance evaluations will occur at 
the following times: 

c.          New employees - with the exception to initial evaluation for new employees prior to 
the end of the mandatory (90) day probationary period. If an evaluation is not 
performed at the end of (90) days, the employee will be deemed a regular 
employee. However, through the evaluation process, a supervisor may extend 
the probationary status at any time as deemed necessary. 

d.      Regular employees - prior to annual review date each year or as deemed 
necessary by the supervisor. 

e.          Promoted employees - prior to the end of the (90) day probationary period. If an 

evaluation is not performed at the end of (90) days, the employee will be deemed a 

regular employee in the new position. However, through the evaluation process, 

a supervisor may extend the probationary status at any time as deemed necessary. 

f.     Transferring employees - an annual evaluation in accordance with his/her 

anniversary date. An employee transferred to a new department will be 
evaluated jointly by the employee's prior and current supervisors and 

department heads.        

      

g.  Conducting the Performance Evaluation - the immediate supervisor is responsible 

for evaluating employee job performance. Evaluations are to be completed by the 

supervisor within two (2) weeks prior to the annual or probationary review date 

outlined above. 

During the process of evaluating the employee's job performance, the immediate 

 supervisor should evaluate in terms of day-to-day performance, being fair and 

unbiased, and considering qualities related to the job. The supervisor will use the 

Authority's Employee Performance Evaluation Form (see attached copy) for the 

performance evaluation. 
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 h.         Reviewing the Employee Performance Evaluation Form 

1.  In order to provide a fair and balanced appraisal, the immediate supervisor 

must review the Employee Performance Evaluation Form with the next higher 
supervisor and  allow him/her to make comments before reviewing with the 

evaluated employee. The next higher supervisor may not overrule or modify 

the immediate supervisor’s recommendations or evaluation, but may make 

appropriate comments in his/her own words for review prior to discussing it 

with the appropriate employee. 

2.         The immediate supervisor must review the Employee Performance Evaluation 
Form with the employee and allow him/her to comment on it. These 
comments may be written on the Form. The employee's signature on the Form 
acknowledges the evaluation, but is not necessarily an agreement with it. 

i.     Employee Rights in Employee Performance Evaluation - an Employee 
Performance Evaluation Form will be placed in an employee's personnel file. The 
employee has the right  to review their Evaluation Forms. 

j.    Confidentiality of Records - the Authority will attempt to maintain the 
confidentiality of Employee Performance Evaluation Forms, however, employees 
should be aware that most information on the Forms are subject to disclosure as a 
public record, upon a proper public  records request. To maximize confidentiality 
of Evaluation Forms in the absence of a public records request, access to these Forms 
in any file is limited to persons who have a legitimate need to know the information and 
are authorized by the Authority to access the information. In addition, Employee 
Performance Evaluation Forms will be transmitted in sealed envelopes. Opening of 
such envelopes by anyone other than the addressee for may purpose is strictly 
forbidden. 

k.       Employees may receive a merit increase in salary or a merit-based bonus, depending 

on the  employee's performance. Of course, no merit increases will be given when a 

salary freeze is in effect. 

l.     In the event that an employee is on a suspension, unpaid leave, layoff, or worker's 

compensation for a cumulative period in excess of 30 days, the employee's salary 

review  date will be delayed by the number of days over the 30 days. However, if the 

employee is serving a probationary period the salary review date will be delayed for 

the complete cumulative period (including the 30 days). 
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PROMOTIONS  

I.          PURPOSE 

To support the basic organization-building of promoting qualified employees to positions of 

greater responsibility and recognition. 

II.          SCOPE 

This policy applies to all regular employees  

III.        POLICY 

Promotion is a change from a position in a lower classification to a position in a higher 
classification. Whenever possible, job vacancies will be filled by promotion of a qualified 
employee within the Authority. However, the Executive Director or the Board of 
Commissioners reserves the right to recruit applicants from outside the Authority, at their 
discretion. The following procedure applies to processing the paperwork to fill a vacant, 
authorized position through the promotion of an eligible employee. 

IV.        PROCEDURE  

 
Responsibility  Action 
   
Supervisor 1. When a vacancy occurs, complete a Personnel Requisition 

Form, including all job- related requirements necessary for 
proper applicant screening, and submit it to the Human 
Resources Department. A copy of same should also be 
submitted to the Executive Director. 

   
Department Head 1. Upon receipt of the applications of qualified job applicants, 

he/she will forward the applications to the immediate 
supervisor over the vacancy, or make the selection. 

   
Supervisor 1. Supervisor shall interview qualified applicant and advise the 

Department Head whether or not the applicant is qualified to 
fill the position, making notes as to strong and weak points in 
relationship to the position. 

 2. Supervisors will consider the applicant’s ability, training, and 
attitude, in relation to the essential job functions, as a basis 
for determining qualifications. Where qualifications are 
otherwise equal, seniority shall be the determining factor. 

 3. Supervisor will make his/her recommendations to the 
Department Head and Executive Director, in writing, along 
with reasons. 

   
Department Head 1. Forward all applications, along with the supervisor’s 

recommendations, and the Department Head’s appropriate 
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comments back to the Human Resources Office with a copy 
to the Executive Director. 

   
Human Resources 
Department 

1. Will take the necessary action on the recommendation of the 
Supervisor of the promoted employee and to the promoted 
employee. 

 2. A copy of the payroll change will be sent to the supervisor of 
the promoted employee and to the promoted employee. 

 3. Notify on Inter-Office Memorandum the position(s) available 
to employees  for promotional consideration. 

 4. Notice will run for a period of five (5) working days and must 
be posted on all bulletin boards throughout the Authority.  A 
copy will go to the local union office.  Note: the Authority may 
advertise any job vacancy concurrently with an internal 
posting. 

   
Employee 1. An employee who feels he/she is qualified for a position of a 

higher classification shall apply in writing to the Director of 
Human Resources within the days specified on the notice.  
Applications must include an updated resume, references, 
and other information as outlined in the position notice, in 
order to be considered.  Applications received in Human 
Resources after the deadline date may not be accepted.  

   
Human Resources 
Department 

1. Upon receipt of the employee’s written application and 
supporting materials, the HR Department will stamp the date 
on which the application was received. 

 2. After the deadline has passed, the application of candidates 
who are generally qualified for the position will be forwarded 
to the Department Head and Executive Director in relation to 
the vacancy, via GHA form “Qualified Job Application.” 

 3. HR will write each unsuccessful employee who applied for 
the position. 

   
Supervisor 1. When an employee is selected to fill a posted vacancy, the 

two departments involved will confer and agree on a suitable 
transfer date. 
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SAFETY AND HEALTH 

ACCIDENTS, INJURIES AND JOB-RELATED ILLNESSES  

I.          PURPOSE 

To protect the safety and health of all employees and to comply with applicable Federal 

and State laws. 

II.          SCOPE 

The policy applies to all employees at all locations 

III.          POLICY 

 Job-related injuries and illnesses, regardless of severity, must be reported immediately. 

1.  If medical attention is needed due to serious injury or illness, telephone the 
paramedics promptly at 911. 

2.          If any medical attention is needed, the injured employee or nearest bystander 
employee should contact the nearest manager or the Director of Human 
Resources. If appropriate, this individual may provide assistance and take 
emergency measures  prior to transport to outside medical facilities. 

3.    If medical attention is not needed, the employee must still report to the 
employee’s supervisor or the Director of Human Resources for evaluation and 
appropriate documentation. 

4.  Report of all incidents, accidents and job-related illnesses must be submitted to 
the Director of Human Resources within 24 hours. In the event that the 

affected individual is not in a capacity to complete this incident report, it 

must be completed and submitted by his/her immediate supervisor.  
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MODIFIED WORK POLICY 

When an employee of this company sustains a work-related injury which is compensable 
under current workers' compensation legislation, the treating physician may release the 
employee to return to work with temporary physical restriction(s), which are intended to aid the 
employee in recovery from that injury. In such circumstances, this company will make all 
reasonable efforts to enable the injured employee to return to work within the temporary, 
physician-imposed physical restrictions. 

When an employee is unable to return to work performing his/her regular job duties, that 
employee may be provided with a temporary job assignment which conforms to the treating 
physician's imposed limitations. In such circumstances, the temporary job assignment is 
termed "modified duty," because the duties (or tasks) performed by that employee have been 
modified to meet the employee's temporary physical limitations.     

The temporary job assignment may, or may not be in the same classification or location as the 
employee’s regular job. Additionally, the temporary job assignment may or may not be 
equivalent (in terms of weekly hours worked and/or monetary compensation received) to the 
employee's regular job. 

I. Purpose 

The purpose of this "Modified Duty/Return-to-Work Policy" is to assist employees who 
have sustained a work-related injury to return to gainful, productive employment with 
the company. 

II. Scope 

 This "Modified Duty/Return-to-Work Program" applies equally to all employees of this 
 company.  

All employees are eligible to return to work on a "modified duty" status, considering 
that the following criterion exists. 

• The injury sustained by the employee has been determined to be work-related 
and compensable under current workers' compensation legislation; and  

• The physical restrictions imposed by the treating physician are specific (e.g. no 
lifting over 50 pounds); and  

• The physical restrictions imposed by the treating physician are for a specified, 
temporary period (e.g. 10 days); and  

• Work-related tasks which within the physical limitations of the treating physician 
are available; and are within the physical and skill capacities of the injured 
employee, with reasonable accommodations made by the employer, employee 
or both.  
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 Objectives 

 The objectives of this "Modified Duty / Return-to-Work Policy" are as follows: 

• To promote unity in establishing a positive working relationship between the 
employee and the employer  

• To assist in the return to meaningful work within the employee's capabilities  
• To prevent psycho-social damage which may result from inactivity  
• To maintain productivity  
• To monitor injured employees to ensure physician-imposed physical 

restrictions are followed  
• To discourage malingering  
• To aid in the reduction of workers' compensation costs (including future 

premiums)  

 Monetary Compensation 

Wages earned by employees engaged in "modified duty" tasks, assigned as a result of 
a work-related injury, will be based upon the work being performed, without regard to 
the employee's normal hourly or salaried wages. Hence, if a "modified duty" 
assignment involves, for example, light filing and answering the telephone, a wage 
commensurate with the performance of those tasks will be paid to the employee. It is 
notable that the wages paid to an employee during  periods of "modified duty" 
assignment may be less than the wages paid to that employee during periods in which 
the employee is performing his/her "normal" job function. 

In the event that a modified duty assignment is available only for a portion of the 
employee's normal weekly hours, it is possible that the employee will be compensated, 
through workers' compensation benefits, for the difference between the amount earned 
and the amount of workers compensation benefits which would have been paid in the 
complete absence of a modified duty assignment. It is notable that workers' 
compensation benefits are based upon current workers' compensation legislation, and 
are calculated as a percentage of the employee's average weekly income. 

Wages paid for the performance of "modified duty" tasks will be consistent between all 
employees. Hence, the wage earned by one employee performing the "modified duty" 
assignment of, for example, light filing and answering the telephone, will be the same 
as the  wage paid to any other employee on a "modified duty" assignment, performing 
the same task. 

Refusal of Modified Duty Assignment 

As previously noted, the company will make every reasonable effort to provide 
employees with modified duty assignments following a work-related injury for which the 
treating physician imposes temporary physical restrictions. As long as these modified 
duty assignments do not violate the treating physician's imposed physical restrictions, 
and as long as these modified duty assignments are within the employee's physical 
and skill level capabilities, the employee is  expected to return to work. 
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Modified Duty Coordinator 

 To ensure appropriate and consistent application of this Modified Duty/Return-to-Work 
 Policy, this company has designated a "Modified Duty Coordinator."  

 The company's designated Modified Duty Coordinator has the following 
 responsibilities: 

• Maintain a sound knowledge of the company's Modified Duty / Return-to-Work 
Policy.  

• Maintain constant communication with the representatives of the workers’ 
compensation organization to advise of injured employees' physician-imposed 
physical restrictions (including amendments to the initial restrictions), the 
work/employment status of those employees, etc.  

• Communicate with the treating physician to obtain written temporary, physician-
imposed physical restrictions for employees who have sustained a work-related 
injury. Note, if an employee sustains a work-related injury and the treating 
physician prescribed time "off work" (as opposed to temporary physical 
restrictions), contact the representatives at workers’ compensation organization 
and advise that a "modified duty" assignment is (or may be) available, if the 
physician is willing to prescribe temporary physical restrictions, as opposed to 
time "off work."  

• Maintain a working list of potential modified duty assignments which are 
available for employees who are released to return-to-work on a modified duty 
status. Note, as this is a working list, entries can (and should) be made on an 
ongoing basis.  

• Assign modified duty assignments to eligible employees, consistent with 
temporary, physician-imposed physical restrictions.  

• For each employee assigned to a modified duty position, assign a supervisor to 
monitor the injured employee and to ensure that the injured employee adheres 
to the physician- imposed physical restrictions.  

• Adapt modified duty assignments as the injured employee's medical condition 
improves, and physician-imposed physical restrictions are changed.  

• Return the injured employee to his/her regular job assignment when the 
employee is released by the treating physician to return to full-duty 
employment.  

Injured Employee's Responsibilities 

The following are responsibilities of all employees involved in a work-related injury: 

• Report any work-related injury or illness to your supervisor immediately. (Failure to 
report a work-related injury or illness in a timely manner may result in denial of 
workers' compensation benefits.)  

• Know who the company has assigned to be the "Modified Duty Coordinator." See 
heading titled "Modified Duty Coordinator" in this policy.  

• If released to return-to-work following a work-related injury with temporary, 
physician-imposed physical restrictions, report to work and immediately provide the 
company's "Modified Duty Coordinator" with the form on which the treating 
physician prescribed temporary physical restrictions. If seen by a physician during 
the normal business hours of this company, you must report back to work the day 
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of the injury, unless otherwise instructed by your supervisor or the Modified Duty 
Coordinator. If seen by a physician after the normal business hours of this 
company, you must report back to work the day after the injury (at your normal 
reporting time), unless otherwise instructed by your supervisor or the Modified Duty 
Coordinator. 

• Adhere to the applicable physical restriction imposed by the treating physician for 
the entire period for which those physical restrictions were imposed.  

• Maintain a positive attitude toward working within the temporary, physician-
imposed physical restrictions.  

• Continue to seek appropriate medical care throughout your recovery period, as 
directed by the treating physician and report any changes in temporary, physician-
imposed physical restrictions (in writing) to the company's Modified Duty 
Coordinator immediately.  
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EMPLOYEE SEPARATION 

 RESIGNATION 

I.          PURPOSE 

To  provide  guidelines  for  employees wishing  to  voluntarily  terminate  their 

employment with the Authority 

II.         SCOPE 

This policy applies to all employees 

III.        POLICY 

A.        RESIGNATION POLICY 

1.  An employee may resign by notifying the employee's department head (or 
in the case of no department head, the Executive Director) of the effective 
date of resignation as far in advance as possible, but a minimum of two 
weeks' notice is expected of all personnel. 

2.       Resignations tendered to a Department Director will be transmitted to the 
Director of Human Resources, who may accept the resignation and notify 
the Executive Director (if not already informed).  

3.        Employees who desire to terminate employment short of retirement must 
submit a written resignation at least two (2) weeks prior to the resignation 
date stating the reasons for resignation. 

4.        In absence taken during the last two (2) weeks of employment (including 
sick, personal, or vacation, i.e.), the employee will not be paid unless 

hospitalized or proof of illness can be substantiated. 

B.        TERMINAL PAY 

If applicable, an employee in good standing who either voluntarily terminates or 

is terminated from employment shall receive terminal pay. Terminal pay, if not 
paid at the time of termination will be issued by the following pay period. It shall be 

paid either directly to the employee or to his/her estate.  
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In December of 2006, the following resolution was approved and adopted with regards to terminal pay: 

 
RESOLUTION NO. 2003:  RESCINDING RESOLUTIONS 1984 AND 1989 AND AMENDING 
THE PERSONNEL POLICIES OF THE GARY HOUSING AUTHORITY REGARDING 
LONGEVITY PAY AND THE ACCUMULATION OF LEAVE FOR ADMINISTRATIVE 
EMPLOYEES  
 
 
A RESOLUTION RESCINDING RESOLUTIONS 1984 AND 1989 AND CHANGING GARY 
HOUSING AUTHORITY’S PERSONNEL POLICIES TO RESTRICT ACCUMULATION OF 
LEAVE AND PAYMENT OF LONGEVITY PAY FOR ADMINISTRATIVE EMPLOYEES 
EFFECTIVE JANUARY 1, 2007 
 
 
WHEREAS, the Gary Housing Authority Board of Commissioners passed Resolution 
1984 on May 19, 2006; 
 
WHEREAS, the Gary Housing Authority Board of Commissioners passed Resolution 
1989 on May 25, 2006; 
 
WHEREAS, Resolutions 1984 and 1989 have been determined not to comply with 
Indiana and federal law and violate constitutional notions of due process; and 
 
WHEREAS, the Gary Housing Authority’s financial standing requires new employment 
terms for administrative employees; now 
 
THEREFORE, be it resolved that the Board of Commissioners of the Gary Housing 
Authority terminates the accruement of longevity pay as of January 1, 2007 and 
prohibits the accumulation of annual leave and sick leave earned after January 1, 2007 
for longer than one year from the date such leave vested. 
 
 
Approved and adopted this 14th day of December 2006. 
 

 

 

 

       ______________________________ 
       Victor H. Thornton, Chairperson 
 
Attest with the Seal 
Of the Housing Authority 
Of the City of Gary, Indiana 
 
 
______________________________________ 
Minietta Nelson, Interim Executive Director 
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LAYOFFS AND RECALLS 

I. PURPOSE 

 To explain procedures in case of necessary layoffs and subsequent recalls. 

II. SCOPE 

 This policy applies to all employees 

III. PROCEDURE 

 A. Statement of Policy 

It is the policy of the Authority that, if it must reduce employment because of adverse 
economic or other conditions, Layoffs and recall from layoffs will be conducted consistent 
with Authority requirements and accordance with the procedure set forth below. 

 
 B. Implementation 
 

1. The Authority will attempt to avoid layoffs and, whenever possible, will consider 
alternatives to layoff before any final decisions are made.  However, the Authority 
must reserve the right to alter the layoff procedure in order to assure an adequate 
level of service. 

 
2. Layoffs that are expected to be temporary will be handled according to the 

provisions of this policy.  Selections for layoffs that are known to be permanent will 
be made according to this policy and then handled according to policies outline in 
TERMINATION OF EMPLOYMENT. 

 
3. Employees within each affected Department are to be selected for layoff in the 

following order: 
 
   a.  Temporary employees are to be laid off first. 
   b. Probationary employees are to be laid off next. 
   c. Part-time employees are to be laid off next. 

d. Non-supervisory full-time employees are to be laid off based on the 
length of service, provided that the employees retained have 
demonstrated ability and fitness to perform the remaining available work.  
If after a reasonable time  an employee cannot perform the duties of a 
new job, that employee is to be laid off if the employee is ineligible to 
transfer or “bump” to another job. 

 
4. Employees who are laid off will be maintained on a recall list for one year or until 

the Human Resources Department determines the layoff is permanent 
(whichever comes first).  Removal from the recall list terminates all job rights the 
employee may have.  Employees who fail to keep a current home address on 
record with the Human Resources Department will lose their recall rights. 
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5. Employees will be recalled on the basis of the needs of the Authority, their 
classification, or  their ability to do the job.  Notice of recall is sent by certified mail 
to the last noted address on file with the Human Resources Department.  The 
employee is to respond to the recall notice within five working days following the 
receipt of the notice or its attempted delivery. Failure to respond will result in the 
employee’s name being removed from the recall list and the employee will cease 
to have any job rights with the Authority. 

 
  6. No vacation days or days of paid absence are accrued during layoff. 
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REDUCTION IN FORCE  

1.          PURPOSE 

To provide guidelines for reduction in workforce  

II.          SCOPE 

 This policy applies to all employees. 

III.        POLICY 

In the event that a reduction in force becomes necessary, in determining those 

employees to be retained, consideration will be given to the quality of each regular 

employee's past performance and need for service of employees is equal, seniority shall be 

the determining factor. 
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APPEAL PROCEDURE – NON-UNION  

 

I.        PURPOSE 

To provide a means to resolve difference between a non-union employee and his or her 
supervisor, which may arise in connection with a decision to take a disciplinary action. 

II.         SCOPE 

This policy applies to all non-union employees. This replaces the Grievance Procedure for Non-Union 
Employees 

III.      POLICY-STAFF CONFLICTS 

Employees shall have the right to present appeals individually, as a group, or through a designated 
representative. In doing so, employees shall be assured freedom from restraint, interference, 
discrimination,  harassment, and retaliatory actions on the part of GHA. Filing a grievance shall not 
be considered a  determination factor in an employee's job performance rating. Supervisors at all 
levels shall receive and act promptly upon receipt of complaints from employees in a fair and impartial 
manner. Any employee shall have the right to request that an appeal be reviewed at the next step 
upward in the administration chain if the employee feels no satisfactory solution has or can be 
reached with immediate supervisor. A grievance may be processed upward to the Executive Director or 
his/her designee. 

An appeal must be filed in writing within ten (10) calendar days of the event causing the appeal, or 
within ten (10) calendar days of receipt of notice of action producing the need to file an appeal.  No 
appeals filed after the designated deadline will be considered valid. 

 APPEAL PROCEDURE 

 
1. Initially, the employee concerned is required to attempt to resolve the issue orally 

by discussion with his/her immediate supervisor. 
 

2. If not satisfied, the employee shall attempt to resolve the issue in the same 
manner with the Director  of that Department at the next step in the administrative 
chain in the work unit where the employee is assigned. 

 
3. If the matter cannot be resolved at that level, the employee may submit a written 

request for a hearing to the Executive Director or his/her designee detailing the 
nature of the appeal. The Executive Director or his/her designee then has ten (10) 
business days to respond to the request. 

 
4. The Executive Director or his/her designee will schedule and conduct a hearing 

with all parties concerned and attempt to resolve the matter. (At the 
discretion of the Executive Director, the designee could be a member of the 
Personnel Committee of the Board. The decision of the Executive Director or 
his/her designee shall be considered final. 
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EXIT CLEARANCE  

I.          PURPOSE 

To provide procedures for clearing employees who separate from the Authority.  

II.          SCOPE 

  This policy applies to all employees.  

III.        PROCEDURE 

A.   The immediate supervisor has the responsibility of providing a completed copy of 

the inventory control sheets to the Human Resources Department. 

B.          Personnel will process the payroll change and forward to Payroll. 

C.      Payroll will process the exiting employee's final paycheck during the normal pay 
period in which the employee has separated from employment. The final check should 
include all wages for time, earned up to the termination date, vacation earned, and 
refunds, if any. Exceptions are new employees on probationary status who are not 
entitled to vacation earned. GHA reserves the right, pursuant to applicable law, to 
detect the cost of any GHA property damaged by an employee or which is in the 
employee's possession and not returned to GHA. 

D.       The Human Resources Department will provide COBRA notification to the 
separated employee and will coordinate transfer of retirement and other benefits. 

E.          Payroll will forward the final check to the Human Resources Department for final 
release. 
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ACKNOWLEDGMENT OF RECEIPT OF THE PERSONNEL POLICY MANUAL 

My signature below acknowledges that I have received a copy of the Gary Housing Authority's 

Personnel Policy Manual. I further understand that my employment with the Authority is considered to be 

employment-at-will. I, or the Authority, have the right to terminate my employment at any time for any 

reason, or for no reason. As such, my employment does not have a definite term and neither the 

Personnel Policy Manual nor any other policy of the Authority, written or oral, is a contract of 

employment. 

I also understand that if any of these policies are unclear to me in any way, I am to ask senior 
arrangement for clarification. The Authority may change, rescind, revise and/or modify to any 
policies, benefits or practices described herein from time to time without prior notice. Any policy found 
not to be in compliance with the current federal, state, county or local laws is hereby amended to fully 
comply. 

I understand that I am on probation as an employee for the first ninety (90) days of my 
employment. Further, I understand that if the Authority discharges me for unsatisfactory work 
performance during the first three (3) months of this probationary period, the Authority will not have its 
account charged for any unemployment benefits for which I may become eligible in the future. 

I acknowledge that the Authority reserved the right to monitor all electronic mail I may send or receive on 
the Authority's computer system, without prior notice, for any proper purpose, including without limitation, to 
protect confidential information, prevent theft or abuse of the computer system, and to monitor work flow 
and productivity. Moreover, I acknowledge that the Authority may review, monitor and delete any files or 
date I enter on the Authority's computer system or computers at any time, without or without notice. By 
using the Authority's computer system or an Authority computer, and by signing below, I expressly 
consent to the Authority's monitoring and access rights to its computer system and computer 
described below. 

Date  

Employee's Signature 

Employee's Printed Name 

                                                                         
            
            
             



































































































































Memorandum of Agreement (MOA)    US Department of Housing and Urban Development 

PROGRESS REPORT                                                    Office of Public and Indian Housing 

For the Month of October, 2007  

 

___________________________________________________________________________________________________________________ 

PHA Name: Gary Housing Authority   PHA FYE: 3/31   Plan Term:  September 01, 2007 – August 31, 2009 

___________________________________________________________________________________________________________________ 

 

Revision 2 – 3/9/07                                                                                                            1 

Operational Area:   1.  GOVERNANCE       

 

Targets and Strategies  Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

  

COMMENTS 

1.1 Improve oversight and monitoring by the Board 

of Commissioners [Reference: State Law; Public Act 

18 of 1937 as amended in 1996] 

Inadequate 

provision of proper 

oversight under 

prior Boards.  

Newly appointed 

Brd. – 10/2006 

Acceptable 

monitoring of 

the MOA and 

operations to 

meet regulatory 

requirements. 

08/31/09  

A. Provide training for ALL Commissioners 

regarding best practices as a Board and their role 

and responsibility in the oversight of individual 

programs (coverage should include PHAS, 

SEMAP, Safety & Risk Management, Planning 

and Budgeting, Financial Requirements, Ethics, 

Asset Based Property Management, and 

Procurement.    

Introduction to 

housing training for 

commissioners. ---

Newly appointed 

Board as of 10/1/06 

All 

commissioners 

regularly trained. 

  

B. Develop and maintain a current reference library 

inclusive of training material for commissioners 

and an executed Conflict of Interest Statement for 

each Commissioner. 

Lack of documented 

historical and critical 

reference material for 

Commissioners. 

Established 

library of 

historical and 

critical documents 

for reference. 
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Targets and Strategies  Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

  

COMMENTS 

       C.  Monitor closeout of all OIG Audit Findings. Not started. 

 

Complete 

Corrective 

Actions. 

Based on 

agreed 

upon 

Mangmnt 

Decision 

 

      D.  Establish PHA Board compliance with bylaws    

and applicable State laws 

 Full Compliance 8/31/08  

      E.  Elect officers at Annual Board Meeting per 

Agency By-Laws. 

   8/31/08 

On-going 

 

1.2 Ensure the Board of Commissioners monitors 

progress under the MOA [Reference 24 CFR 

902.75a] 

Needs Monthly 

Reports 

MOA reports 

clearly noted 

every month 

10/31/07 

On-going 

 

A. Develop a process for reviewing monthly MOA 

progress. 

Develop process. Include process as 

part of the 

monthly Board 

meeting. 

  

      B.  Develop monthly report format to HUD. Utilizing HUD 

provided reporting 

format 

Approve MOA 

update report at 

each monthly 

Board Meeting. 

  

      C.  Ensure the accountability of the Executive 

Director by establishing measurable performance 

standards, a performance plan and a performance 

review schedule. 

Baseline will be 

established with 

contract. 

Based on contract Based on 

contract 

 

      D.  Participate in training provided by state or 

national industry groups. 

 As funds permit On-going  

      E.  Develop new Board Member orientation package 

and training. 

 Expand and 

enlarge 

10/31/07  



 

 

Gary Housing Authority -  MOA July 2007                                                                                              Page 3 of 49 

                                               

Targets and Strategies  Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

  

COMMENTS 

      G.    Expand Board Meeting package to include 

reports on status of PHAS and SEMAP indicators and 

other operations data. 

Not included Included monthly 2/29/08 - 

On-going 

 

     1.3 Ensure compliance with by-laws, and revise if 

necessary.  Any revisions must be approved by HUD, 

and consistent with State and local law.   

 

Newly appointed 

Board   

The Board 

continually 

complies with all 

provisions of the 

by-laws. 

01/31/08  

     1.4 Ensure the appointing authority promptly 

appoints Board Members 

Newly appointed 

Board 

On-going 7/31/09  

     1.5 The Board will conduct Resident Satisfaction     

Surveys in the first six months of MOA execution and 

every six months thereafter. 

  2/29/08 

7/31/08 

2/28/09 

7/31/09 

 

1.6  The Board will take steps to renegotiate the 

Cooperative Agreement with the City of Gary. 

[Reference: 24 CFR 811.105; State Law, Local 

Law]  

 

Cooperative 

Agreement has not 

been updated or 

revised in decades. 

 

Execute a revised 

and updated 

Cooperative 

Agreement. 

 

03/31/08  

A.  Define and review baseline services (e.g. legal 

services, police services, water, sewer, trash 

collection, snow and ice removal, fire protection, 

ambulance/emergency services etc.).  Incorporate new 

cooperative services. 

No measure of 

baseline services 

being provided. 

Cooperative 

Agreement which 

clearly defines 

baseline services. 

  

B.  Define and review Payment in Lieu of Taxes 

(PILOT). 

PILOT records from 

audited statements do 

not match GHA 

financial records 

Revise (if 

necessary) PILOT 

agreement. 
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Targets and Strategies  Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

  

COMMENTS 

C.  Cooperative Agreement will include a tracking 

system to measure baseline services.  A yearly report 

will be generated after agency year end to ensure 

service agreements are being met. 

 Establishment of a 

tracking system 

and generation of 

yearly report. 

08/01/08  

1.7 Ensure permanent records of PHA comply with 

applicable laws & regulations. [Reference: 24 CFR 

990.201, 990.315, HA By-laws] 

 Full Compliance 7/31/08  

A. All minutes must be approved, dated, signed and 

sealed. 

  On-going  

B. Board must comply with appropriate notice for 

special meetings and document compliance. 

  On-going  

C. Resolutions must be tracked annually and reviews 

made as necessary. 

  On-going  

1.8 HUD will provide Technical Assistance as 

appropriate. 

 Improved 

Management 

7/31/08- 

On-going 

 

A. Commissioners’ Training (basic and advanced), 

including ethics. 

  2/29/08-

On-going 

 

B. Other program training as appropriate.   On-going  

1.9 Ensure legal matters, litigation activities, and 

procurement of legal assistance for PHA complies 

with applicable laws & regulations. [Reference: 

Litigation Handbook 1530.1, PIH Notices] 

 Full Compliance 

On-going 

7/31/09  

A.  Track legal matters pertaining to housing authority by 

classification of issues: 

-     Evictions/Tenancy  

-     Contractual/Goods & Services 

-     Personnel 

 Submit quarterly 

report to HUD 

identifying legal 

activity 

12/31/07 

3/31/08 

6/30/08 

9/30/08 

12/31/08 

3/31/09 

6/30/09 

9/30/09 
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Targets and Strategies  Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

  

COMMENTS 

B.  Resolve all pending litigation with minimum 

exposure to housing authority and per applicable Federal, 

State and/or Local guidelines. 

 On-going 8/31/09  

 

 

 

 

Operational Area:   2.  ORGANIZATION AND STAFFING 

 

Targets and Strategies  Baseline 

as of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

2.1 Develop/amend staffing and organizational chart 

through an overall organizational analysis and salary 

comparability study to determine the optimum 

staffing level and configuration, and the appropriate 

salary ranges, and determine whether staffing or 

contracting is a more efficient and effective method to 

bring capacity to the agency.  

 

 

Ineffective 

Organizational 

structure. 

 

*Baseline 12/31/06 

Elimination of 

unnecessary 

positions and 

realignment of 

effective 

organizational 

staffing.  

3/31/08  

A. Recruit and hire an Executive Director, and 

department heads and senior level positions, as 

required and as appropriate to the determinations on 

staffing versus contracting, and only to the extent 

that selected candidates have appropriate experience 

and qualifications in administration of the public 

housing and Housing Choice Voucher programs. 

GHA must obtain prior HUD approval for all 

recruitment and selection of these positions.  

Executive Director 

recruitment process 

ongoing. 

Inadequate 

management staff 

resources and skill 

levels. 

Qualified, 

experienced 

management staff 

in place to lead 

agency. 

3/31/08  



 

 

Gary Housing Authority -  MOA July 2007                                                                                              Page 6 of 49 

                                               

Targets and Strategies  Baseline 

as of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

B. Upon hire of Executive Director – utilize HUD’s 

technical assistance in the form of Brd./Executive 

advisor to solidify and implement a performance-

based contract 

Interim Executive 

Director hired 

10/1/06 

Executive 

Director Hired  

  

C. Reduce staffing level to ratio of 1 to 40 units for 

maintenance staff and 1 to 65 units for management 

staff 

67 Maintenance 

staff 

60 Management 

47 maintenance 

(at maximum) 

34 management 

(at maximum) 

  

*Baseline referenced to Financial Recovery Report     

D. Reduce the Authority’s payroll and related benefit 

costs through either a reduction in force;  

renegotiation of  the Collective Bargaining 

Agreement with the SEIU to obtain an agreement 

with a costs structure similar to the cost of services 

provided by the private sector management 

agencies; enforcement of the Cooperative 

Agreement with the City of Gary regarding security 

of developments; contract property management; or 

contract maintenance services to private sector 

companies                                                             

Close down the central warehouse and liquidate 

excess inventory 

 

As of 12/1/06, 

GHA had expended 

$2,076,211.80 on 

personnel related 

costs and had 

additional costs 

overruns due to the 

excess space and 

inventory that was 

not being tracked 

Reduce personnel 

and inventory 

costs to 

reasonable levels 

and  

01/31/08  

           D. Evaluate the feasibility and cost-effectiveness of 

contracting out some Agency functions. 

  03/31/08 

On-going 

 

          E. Reorganize legal, public safety and resident                   

services functions to reduce costs. 

  01/31/08  

          F.  Develop new organization chart and plan.   11/30/07  

         G.  Adopt by Board Resolution.   01/31/08  
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Targets and Strategies  Baseline 

as of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

      H. Implement necessary staff transfers, reduction in 

force or new hires to implement organization chart. 

 

  2/29/08  

2.2    Revise and Enhance Internal Audit function for 

Gary Housing Authority operations. 

3/31/06  1/31/08 

On-going 

 

A. Create, review and/or revise a job description and 

minimum qualifications for an Internal Auditor, 

submit to HUD for approval.  Internal Auditor must 

have at least five years of experience in auditing 

compliance and internal controls for government 

programs, ideally HUD programs.  CPA preferred.   

  1/31/08 

 

 

B. Create an organization chart showing how Internal 

Auditor is placed within the organization.  Internal 

Auditor typically reports to the Board of 

Commissioners.  Submit to HUD for approval. 

  Subject to 

the hire date 

and/or 

training of 

the Finance/ 

Accounting 

Director/ 

Firm 

06/30/08 

 

C.  Develop work plan for Internal Auditor.  Work plan 

must include audit steps for activities at the sites as 

well as the central office.  Special focus must be 

placed on site-based activities.  Work plan must 

include a cross section of compliance and internal 

controls.  Submit to HUD for approval. 

  Until filled 

Subject to 

the hire date 

and/or 

training of 

Finance/ 

Accounting 

Director/ 

Firm 

06/30/08 
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Targets and Strategies  Baseline 

as of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

D. Evaluate Internal Auditor.     Until filled 

Subject to 

the hire date 

and/or 

training of 

the Finance/ 

Accounting 

Director/ 

Firm 

(pending 

availability 

of funds) 

5/31/08 

 

2.3 Revise, adopt and implement PHAs Operational and 

Administrative Policies. [Reference: 24 CFR 85.36, 

965.201, HUD Guidebooks 7401.7 & 7401.1] 

3/31/06 Updated and 

completed 

policies 

2/29/08  

A. Personnel Policy.  Assure consistency with union 

agreement. 

  2/29/08  

B. Standard of Conduct Policy.   2/29/08  

C. Use of PHA Vehicle and Equipment policy and 

procedures. 

  2/29/08  

D. Record retention policy.   2/29/08  

E. Travel Policy.   2/29/08  

2.4 Develop a training plan for staff on general 

program administration. [Reference: HUD 

Guidebook 7401.7] 

 Skilled and 

efficient staff 

5/31/08  

A. New employee orientation.   On-going  

B. Ethics training   On-going  

C. Formal and on the job program training.   On-going  

D. Personnel policy basic training.   On-going  
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Targets and Strategies  Baseline 

as of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

E. PHAS Training; SEMAP Training.   On-going  

F. Procurement Training.   On-going  

G. Cross training on program requirements among 

employees 

  On-going  

H. Basic finance procedures for non-finance staff. 

 

 

 

  On-going  

2.5 Review, Develop and Implement Position 

Descriptions and Staff Performance Standards. 

[Reference: HUD Guidebooks 701.1 & 7401.7] 

Out of date; 

unclear standards 

Accurate job 

descriptions and 

performance 

standards 

5/31/08  

A. Develop/revise position descriptions and performance 

standards in accordance with organization chart; 

include physical requirements and develop descriptions 

for those missing. 

  12/31/07  

B. Perform salary comparability study to assign 

appropriate salaries to positions. 

  03/31/08  

C. Implement position descriptions and performance 

standards. 

  5/31/08  

D. Obtain employee signature and place copies in their 

personnel file. 

  On-going 

 

5/31/08 

 

E. Conduct evaluation of staff performance and document 

in accordance with Personnel Policy. 

  On-going 

 

10/31/07 

 

F. Initiate appropriate union negotiations to adopt revised 

position descriptions and performance standards in 

compliance with union contract and applicable 

state/local law 

  1/31/08  
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Targets and Strategies  Baseline 

as of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

2.6 Develop process for setting Department goals and 

monitoring progress 

No process Goals Achieved 12/31/07  

A. Assign PHAS, SEMAP and other operational goals to 

appropriate Departments 

  12/31/07  

B. Develop monthly reporting system to monitor target 

goal achievement 

  12/31/08 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Operational Area:   3.  FINANCE AND PROCUREMENT 

 

PHAS Performance Targets 

Indicator #:              Name: 

Baseline 

as of: 

3/31/2005 PHA 

Certification 

Baseline 

as of: 

3/31/2005  

REAC 

Score 

Baseline 

as of: 

3/31/2006  

PHA 

Certification 

Baseline 

as of: 

3/31/2006  

REAC 

Score 

Final 

Performance 

Target 

2-1                            Current ratio 8.8* 0 0 0 9.0  

2-2                            Expendable Fund Balance 2.9* 0 0 0 9.0 

2-3                            Tenant Receivable/Outstanding 3.1* 0 0 0 3.5 

2-4                            Occupancy Loss 3.3* 0 0 0 3.0 

2-5                            Expense Management/Utilities 0.0* 0 0 0 0 
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2-6                            Net Income/Loss Divided by the 

Expendable Fund Balance 

0.0* 0 0 0 1.5  

                                                                                        * -3.2 Deductions for Audit Flag Penalties – Overall FASS Score “0” 

       -18.0 Deductions for Audit Flag Penalties – Overall FASS Score “0” 

Targets and Strategies  Baseline 

as of: 

3/31/2006 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

3.1   Improve Current Ratio (Current assets divided by 

current liabilities). [Reference: 24 CFR 902, Subpart 

C] 

 Current Ratio 

of 1.00 

On-going 

 

08/31/09 

 

A. Review agency-wide staffing needs and reduce salary 

costs where feasible. 

  01/31/08 

 On-going 

 

 

 

 

B. Identify and implement other cost reductions including 

legal and occupancy costs.  This task shall involve 

developing and submitting a plan to HUD with 

proposed strategies to significantly reduce legal 

expenses and occupancy costs.  

  01/31/08 
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Targets and Strategies  Baseline 

as of: 

3/31/2006 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

C. Increase current assets and/or reduce current liabilities 

by at least $1,200,000 by a combination of the 

following: (a) finalizing a long term repayment plan 

with HUD for amounts due to HUD in the Housing 

Choice Voucher program, (b) by developing a budget 

for fiscal 2008 that produces about $1,000,000 net 

income/contribution to reserve, (c) by substantially 

reducing staffing levels and legal costs, (d) by 

evaluating internal controls in relation to conversion to 

site based management to ensure assets are protected, 

receipts are deposited intact and expenses controlled, 

and/or (e) by selling fixed assets such as buildings that 

are not being utilized. 

  01/31/08 

On-going 

 

D. Produce timely and accurate financial statements to 

monitor actual revenues and expenses versus the yearly 

budget.  Address unfavorable variances with actions to 

further reduce costs or increase revenues. 

  11/30/07 

On-going 

 

 

 

E. Develop tracking method for current ratio, utilizing 

data from the monthly financial statements. 

  10/31/07 

On-going 

 

F. Report monthly with progress report to Board/HUD.   10/31/07 

On-going 

 

3.2 Increase the Expendable Fund Balance (Expendable 

fund balance divided by monthly operating 

expenses.) [Reference: 24 CFR 902, Subpart C] 

 

Employ the same strategies identified in 3.1 

 Months 

Expendable 

Fund Balance 

of 0.0 months 

03/31/08  
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Targets and Strategies  Baseline 

as of: 

3/31/2006 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

3.3 Maintain or Reduce Tenant Receivables 

Outstanding (Average number of days tenant 

receivables are outstanding.  The gross tenant 

accounts receivable at year-end divided by the total 

tenant revenue/ 365).  [Reference: 24 CFR 902, 

Subpart C] 

12/31/06 

(latest avail data) 

Tenant 

Receivables 

Outstanding of 

2.42 Days 

03/31/08  

A. Develop tracking method for tenant receivables.   10/31/07 

On-going 

 

B. Report monthly with progress report to Board/HUD.   01/31/08 

On-going 

 

3.4 Maintain or Reduce Occupancy Loss, which 

measures the vacancy rate for the year. (One minus 

unit months leased divided by unit months 

available). [Reference: 24 CFR 902, Subpart C] 

12/31/06 

(latest avail data) 

Occupancy Loss 

of 3.86% 

03/31/08  

A. Develop tracking method to determine occupancy loss. 

The tracking method must determine which units are 

approved for demolition, conversion, and 

modernization and used for non-dwelling. 

  01/31/08 

 

 

B. Report monthly with progress report to Board and 

HUD. 

  01/31/08 

On-going 

 

3.5 Expense Management/Utilities.  Review and adjust    

or reduce expenses as appropriate. (The expense per 

unit/month for key expenses, including; administration, 

general [PILOT], tenant services, protective services, 

maintenance and operations and utility expenses, as 

adjusted for the PHA’s size and geographic area) 

(subject to completion, review and approval of 3.1). 

0.00  03/31/08  

A.  Develop tracking method to determine expenses 

and utilities. 

 $76.88 per unit 

expenses 

10/30/07  
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Targets and Strategies  Baseline 

as of: 

3/31/2006 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

B. Report monthly with progress report to Board and 

HUD 

  10/30/07  

On-going 

 

C. Analyze spending patterns and develop 

recommendations for cost-cutting strategies. 

  10/30/07  

On-going 

 

3.6 Maintain Net Income/Loss Ratio (Measures how the 

year’s operations have affected the PHA’s viability) 

(subject to completion, review and approval of 3.1). 

3/31/06 = 0 

 

3/31/08=1.5 3/31/08 

3/31/09 

 

A. Reduce monthly operating costs by approximately 

$106,500 just to break even – to retire outstanding 

payables within one year reduce by an additional 

$196,000 

$1,044,140.00 

monthly costs 

$741,640.00 3/31/08  

B. Develop tracking method to determine expenses 

and utilities. 

    

C. Report month with progress report to Board and 

HUD 

    

D. Analyze income and expenses to assure a balanced 

budget or positive cash flow; revise budget as 

necessary. 

  Based on 

hire dated 

of Finance/ 

Accounting 

Director/ 

Firm 

 

11/30/07 
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Targets and Strategies  Baseline 

as of: 

3/31/2006 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

3.7 Establish balanced budgets for each program area.  

Strictly adhere to those budgets.  Establish balanced 

operating budgets for each project (known under the 

new operating subsidy rule as an Asset Management 

Project or AMP). 

 

     

GHA has excessive 

operating costs for 

all program areas 

Financial Info 

to HUD 

submitted in 

accordance with 

Asset Based 

Management 

rules 

03/31/08 

 

 

3.8 Present Financial Information to HUD PHAS / 

UFRS in conformity with GAAP. 

 

     

Financial Info to 

HUD not submitted 

in accord with 

UFRS / GAAP. 

Financial Info 

to HUD 

submitted in 

accord with 

UFRS / GAAP. 

03/31/08 

03/31/09 

 

A.  Prepare supplemental financial data in accordance 

with HUD requirements.  

  9/30/2007 

On-going 

 

B. Contract for and complete the research and 

valuation of fixed assets, for fiscal year 2008. 

  04/30/2008  

C. Contract for and complete the GAAP Financial 

Report for fiscal years 2008. 

  04/30/2008  

D. Contract for IPA Audit for 2006, and contract for 

IPA Audit for 2007, with HUD reviewing the 

selection of the contractor.   Submit 2006 & 2007 

audit report for HUD review/approval. 

  12/31/2007  

3.9  GHA will experience an increase in operating 

subsidy under project-based funding.  GHA needs to 

fully revise its financial model. 

GHA has monthly 

deficit 

Increase of 

approximately 

$21,190 per 

month in 

additional 

subsidy revenue 

($13 x 1,630 

eligible units) 

01/31/08 
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Targets and Strategies  Baseline 

as of: 

3/31/2006 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

3.10 Improve GHAs system of Internal Control to 

provide reasonable assurance that Financial 

Statement representations are accurate and comply 

with GAAP and GASB, and that Capital Asset 

reports are supported and sufficient to manage HUD 

programs. 

GHA records do not 

allow for 

identification of 

assets or their costs, 

or for assets 

removals. 

Capital Assets, 

and any 

retirement or 

removals, are 

controlled 

properly and 

represented 

accurately. 

03/31/08 

03/31/09 

 

A. Submit to HUD a plan for development of necessary 

Internal Controls, and implement. 

    

3.11 Improve system of Internal Control to provide 

reasonable assurance that activities associated with 

its HOPE VI Program are reported in conformity 

with its Grant Agreements and with HUD 

requirements. 

GHA records do not 

assure conforming 

reports of HOPE 

VI. 

HOPE VI 

Program 

activities are 

controlled 

properly and 

represented 

accurately. 

12/31/07 

Quarterly 

thereafter 

while 

applicable 

 

3.12 Improve system of the allocation of Costs, to 

conform to OMB Circular A-87, Allocable Costs/Cost 

Principles. 

GHA’s Cost 

Allocation Plan does 

not conform to 

OMB Circular A-87. 

GHA’s Cost 

Allocation Plan 

does conform to 

OMB Circular 

A-87. 

12/31/07  

A. Compile Cost Allocation Plan in accordance with OMB 

A-87 to allocate indirect cost to various PHA programs. 

  12/31/07  

B. Evaluate impact of allocation plan.   01/31/08  

C. Implement allocation plan.   1/31/08  
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Targets and Strategies  Baseline 

as of: 

3/31/2006 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

3.13 Improve system of Internal Control over payments 

made in the Section 8 Housing Choice Voucher 

Program to provide reasonable assurance that 

disbursements are for the approved Contract 

amount. 

GHA records do not 

assure correct HAP 

payments. 

Section 8 HCV 

Program 

activities are 

controlled 

properly and 

payments are 

made 

accurately. 

11/30/07 

On-going 
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Targets and Strategies  Baseline 

as of: 

3/31/2006 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

3.14 Develop a system of internal controls in conformity 

with GAAP. 

 

The system of internal controls must provide for the 

following assurances: 

1.  Capital assets are accounted for in 

conformity with GAAP; 

2. Asset impairments and impairment losses are 

recognized in conformity with GAAP; 

3. Investments in leased property are reported in 

conformity with GAAP; 

4. The entity’s involvements in conduit debt 

obligations are reported in conformity with 

GAAP; 

5. Outstanding pension liabilities are reported in 

conformity with GAAP;  

6. Component unit activities are reported in 

conformity with GAAP; 

7. Supplemental financial data is reported in 

accordance with HUD requirements; 

8. Activities associated with the HOPE VI 

Program are reported in conformity with its 

grant agreements, GAAP and HUD 

requirements; 

9. Payments made in the HCVP are for the 

approved contract amount; and 

10. Sufficient documentation is maintained to 

support GHA’s PHAS Management 

Operations certification. 

 

 

 The system will 

ensure:  

That all capital 

assets owned are 

reported. 

The financial 

statements 

properly reflect 

conditions and 

agreements that 

affect the entity’s 

rights and 

obligations 

concerning capital 

assets. 

All capital assets 

are valued at the 

proper amounts 

Associated with 

the disposition of 

assets. 

That all capital 

assets are properly 

classified, 

described, and that 

the activity and 

balances relating 

to capital assets are 

disclosed. 

 

01/31/08  
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Targets and Strategies  Baseline 

as of: 

3/31/2006 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

3.15 Develop a new comprehensive Procurement 

Procedures and Practices Manual to ensure that all 

GHA procurement actions conform to the new GHA 

Procurement Policy and are in compliance with 24 CFR 

85.36, Handbook 7460.8 Rev 1 and Indiana State Law 

and to assure full and open competition.  Policy must 

include a requirement of GHA certification of 

adherence kept on file for each procurement action, and 

be subject to semi-annual review by HUD. 

Poor documentation 

of procurement 

actions.   

Procedures and 

Practices 

Manual 

Completed and 

Approved by 

HUD. 

7/31/08  
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Targets and Strategies  Baseline 

as of: 

3/31/2006 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

A. Improve procurement procedures and 

documentation of procurement actions: 

1. Develop procedures that require written 

justifications of the ranking scores given; 

2.  Develop procedures that require a price 

negotiation memorandum be prepared, 

summarizing the results of any negotiations, 

and documenting the basis for the 

Authority’s award decision; 

3. Require that file documentation on all 

contracts contains a cost or price analysis 

demonstrating price reasonableness, 

including contract modifications, as required 

by HUD regulations at 24 CFR 85.36(f)(1); 

4. Require that when multiple or option year 

contracts are procured, the length of the 

contract term is clearly stated in the 

advertisement and bid package prepared for 

the procurement; 

5. Require that both the contract award 

decision and reasonableness of price are 

justified for all procurement transactions in 

accordance with 24 CFR 85.36(f)(1); 

6. Verify that all practices and procedures 

adhere to the requirements of 24 CFR 

85.36(c) and Handbook 7460.8, Rev. 2; 

7.  Submit draft to HUD for review and 

approval; 

8. Implement new practices and procedures; 

and submit monthly Quality Control report 

to HUD. 

 

Poor documentation 

of procurement 

actions.   

Complete 

documentation 

of procurement 

actions.   
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Targets and Strategies  Baseline 

as of: 

3/31/2006 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

B. Improve non-competitive proposal procurement 

practices.  

1. Require that contracts awarded include the 

same terms as those advertised; 

2. Require that contingency dollar amounts are 

not included up front in a contract award or 

amendment; 

3. Submit draft to HUD for review and 

approval; 

4. Implement new practices and procedures; 

and 

5. Submit monthly Quality Control report to 

HUD. 

Need to improve 

documentation of 

non-competitive 

procurement actions.   

Improved 

documentation 

of non-

competitive 

procurement 

actions.   

  

3.16 Monitor and evaluate GHA procurement 

performance to assure full and open competition in 

procurement 

 

Need to improve 

procurement 

performance. 

Monitor 

procurement 

performance. 

9/01/07 

On-going 

 

A. Create a Quality Control report format draft and 

submit to HUD for review and approval.  

  10/31/07  

B. Submit monthly Quality Control report to HUD.   12/31/07  

3.17 Develop an annual, agency-wide procurement plan, 

in accordance with agency procurement policy and 24 

CFR 85.36.  (annual renewable report) 

No Procurement 

Plan. 

Approval of 

procurement 

plan. 

12/31/07  

A. Submit a draft of the procurement plan to HUD 

for review and approval. 
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Targets and Strategies  Baseline 

as of: 

3/31/2006 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

3.18 Implement procurement plan. No Procurement 

Plan. 

Approval of 

procurement 

plan 

2/29/08  

3.19 Provide staff training in contract administration, 

cost principles and uniform grant administration 

requirements.   

Lack of Training. Train staff. 10/31/07 

On-going 

 

3.20 Develop & Implement adequate procedures to 

assure general liability claims are tracked and 

submitted to HUD Regional Counsel for approval 

General Liability 

claims were not 

submitted to HUD 

Regional Counsel 

for written approval 

General 

Liability 

procedures 

established and 

a tracking 

mechanism 

developed to 

show all claims 

9/30/07  

3.21 Develop and submit a monthly Procurement Status 

Report.  (Include name, cost, start date, % Completion, 

est. completion date, change orders. 

 

 

 2/29/08 

Monthly 

thereafter 

 

3.22 Review and update General Depository 

Agreement. [Reference: Annual Contributions 

Contract; HUD Guidebook 7410.0] 

12/31/06 n/a 11/30/07 

 

 

3.23 Ensure that all federal funds, including 

repurchase agreements, are fully collateralized 

[Reference: Annual Contributions Contract; HUD 

Guidebook 7410.0] 

12/31/06 n/a 11/30/07 

 

 

3.24 Improve timeliness of submission of reports to 

HUD.  

12/31/06 n/a 6/30/08 

 

 

A. Budgets.   2/29/08 - 

On-going 

 

B. Financial Data Schedule (FDS).   6/30/08  
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Targets and Strategies  Baseline 

as of: 

3/31/2006 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

C. Independent Audit and Audited FDS   1/31/08  

3.25 Review Staffing of  Finance Department    On-going 

(Based on 

financial 

status 

 

10/31/07 

 

 

 

 

 

 

 

 

A. Fill the following Finance positions (as necessary):     

 Director of Finance (Actively manages department in a 

hands on fashion, develops budgets and participates in 

strategic planning, provides support to other staff 

members, participates in year end close and related 

reporting.  Bachelors Degree in Accounting with 

minimum 7 years experience, and experience managing 

multiple employees.  CPA preferred.)   

  11/30/07 

 

 

 

 Accounting Manager (Maintains general ledger, 

produces monthly financial reports, oversees clerks, 

participates in year end close along with Director of 

Finance, reconciles bank statements.  Bachelors Degree 

in Accounting with minimum 5 years accounting 

experience.) 

  11/30/07  
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Targets and Strategies  Baseline 

as of: 

3/31/2006 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

 Tenant Accounting/Fixed Assets Clerk (Maintains 

tenant accounting activity (activity is limited due to the 

move to site based accounting).  Audits tenant 

accounting activity at sites.  Maintains fixed assets 

records). 

  12/31/07  

 Accounts Payable Clerk (Maintains accounts payable.)   12/31/07  

 Payroll Clerk (Maintains payroll records).   12/31/07  

 Section 8 Accountant (Accounting and Reporting for 

Section 8 program.) 

  12/31/07  

3.26 Provide PHA Technical Assistance and/or 

Training in Financial Management. [Reference: 

Staff Capacity] 

  On-going  

A. Project Based Budgeting (PHA-wide, program specific 

cost centers, and departmental). 

  On-going  

B. Cost Allocation Planning including OMB Cost 

Principles and Requirements, and proper segregation of 

federal and non-federal funds.  

  On-going  

A. Financial Management:     

i. Accounting for Finance Staff.   On-going  

ii. Accurate and timely internal financial reporting 

for Finance Staff. 

  On-going  

iii. Cash management and controls for Finance 

Staff. 

  On-going  

iv. Internal controls for Finance Staff.   On-going  

v. Basic financial training for non-financial staff 

and Board. 

  On-going  

A. Property Based Budgeting and Accounting; Asset 

Management Principles from a financial perspective 

  On-going  
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Targets and Strategies  Baseline 

as of: 

3/31/2006 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

B. Operating Fund and Housing Choice Voucher Program 

Funding. 

  On-going  

C. Financial Management Policies    On-going  

3.27 Improve financial management of the PHA. 

[Reference: HUD Guidebook 7475.1] 

  8/31/09 

On-going 

 

A. Develop, adopt, and implement Financial Management 

Policies.  

  1/31/08  

1) Disposition policy.   1/31/08  

2) Capitalization policy.   1/31/08  

3) Collection Losses/Charge-off policy.   1/31/08  

4) Check Writing Authorization policy.   1/31/08  

5) Cash Overages/Shortages policy.   1/31/08  

6) Investments policy.   1/31/08  

7) Cash Management/Internal Procedures policy.   1/31/08  

8) Petty Cash policy.   1/31/08  

B.  Implement selected internal control recommendations 

from independent assessment report 

  1/31/08  

 



 

 

Gary Housing Authority -  MOA July 2007                                                                                              Page 26 of 49 

                                               

 

Operational Area:   4.  HOUSING MANAGEMENT 

 

PHAS Performance Targets 

Indicator #:              Name: 

Baseline 

As of: 

3/31/06 

1
st

 qtr 

Performance 

Target 

2
nd

 qtr 

Performance 

Target 

3
rd

 qtr 

Performance 

Target 

Final 

Performance 

Target 

3-1 Vacant Unit Turnaround Time 

                 2005 was HUD certified------baseline 

0 30 29 28 27 

                                                                                                

Targets and Strategies  Baseline 

As of: 

3/31/06 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

 

4.1 Comply with current requirements regarding 

admission and occupancy of Public Housing. 

[Reference: 24 CFR 960.205; Public Housing 

Reform Act of 1998, Section 578; HUD Guidebook 

7465.1, Chapter 5] 

 Updated Policy in 

Full Compliance 

12/31/07  

A. Review, and revise as necessary, the PHA’s Public 

Housing Management and Admissions and Occupancy 

Policy to comply with current requirements of the 

Public Housing Reform Act of 1998 and agency's 

project-based management initiative (site-based wait 

lists). 

No date of 

adoption.  Some 

conflicting 

language. 

Update and adopt 2/29/08  

B. Post revised policies for 30-day comment period   12/31/07  

C. Adopt and implement revised policies   3/31/08  

D. Provide training on revised policies to staff.   3/31/08  

E. Communicate with residents regarding the impact of 

revised policies.  

  3/31/08  

4.2 Complete implementation of asset-based 

management initiative. 

 Asset-based 

management fully 

implemented 

4/30/08  

A. Recruit and hire qualified Director of Housing 

Management. 

Position vacant  01/31/08  
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Targets and Strategies  Baseline 

As of: 

3/31/06 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

 

B. Develop work plan and schedule for completion of 

transition to asset-based management. 

None Work plan/ 

Schedule 

11/30/07  

C. Finalize Property Management Manual.  Final 01/31/08  

D. Develop organization and staffing plan for each 

property. 

None Org. and staffing 

plan 

01/31/08  

E. Make necessary staffing adjustments to meet property 

needs. 

  03/31/08  

4.3 Reduce vacant unit turnaround time. [Reference: 24 

CFR 901.10 & 902.43(a)(1)] (for newly vacated units 

starting as of 12/01/07.) 

 <21 days 02/29/08  

A. Develop a vacancy reduction plan; submit and obtain 

approval from HUD, and implement same 

Vacancy rates are 

at 27% agency 

wide 

Reduce vacancy 

rates by 20% 

08/31/09  

B. Develop a vacant unit turnaround log that tracks all 

critical dates 

  02/29/08  

C. File documentation for exempted units, such as fire 

damage, mod units deprogrammed, etc., showing dates. 

  02/29/08  

D.  Develop vacancy monitoring and reporting system to:   2/29/08 

 

 

 

1) Provide projected availability dates;   02/29/08  

2) Schedule move-in inspection in a timely manner   02/29/08  

3) Prioritize vacant unit prep to ensure waiting list 

needs are met; 

  02/29/08  

4) Notify applicants in a timely manner to minimize 

lease up time; and 

  02/29/08  

5) Minimize downtime by notifying maintenance of 

vacancies promptly. 

  02/29/08  
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Targets and Strategies  Baseline 

As of: 

3/31/06 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

 

E.  Begin to submit Vacant Unit Turnaround Log to Board 

and HUD monthly 

No regular reports. Prepare adequate 

monthly reports. 

12/31/07 

On-going 

 

4.4 Identify and resolve problems in the unit 

turnaround process that cause units to exceed the 30 

day standard: 

Average 

turnaround time 

not known, but in 

excess of 30 days. 

Reach average 

turnaround time 

30 days or less. 

2/28/09  

A. Analyze data for all units vacant more than 30 days; 

identify reasons for delays in all three phases of 

turnaround time; submit copy to HUD. 

    

B. Develop plans, with specific tasks, responsible 

parties and due dates, for addressing the top five 

reasons for delays in down time, and submit copy to 

HUD. 

    

4.5 Establish an accurate unit inventory and amend the 

ACC to agree with the actual number of units if 

necessary. [Reference: 24 CFR 990.101, 990.102, 

990.109, 990.405; HUD Guidebook 7465.1] 

 Full agreement 03/31/08  

A. Verify the number, unit address, development name, 

unit number, bedroom size, structure type, number of 

buildings on a site and number of sites in each 

development. 

  01/31/08  

B. Compile and reconcile accurate accounting records of 

total unit inventory. 

  Completed  

C. Identify units no longer used for dwelling purposes (e.g. 

police substations, resident groups, management 

offices, businesses, nursing services, health centers, 

storage areas, undercover, mothballed units, demolished 

and temporarily boarded, etc.) 

  1/31/08  

D. Identify units used as employee units and/or 

custodian/caretaker units. 

  1/31/08  
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Targets and Strategies  Baseline 

As of: 

3/31/06 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

 

E. Adjust (reconcile) all records/databases, (e.g. 

occupancy, accounting, maintenance) to show current 

use of all units. 

  2/29/08  

4.6 Develop and implement written policy and 

procedures for a program-wide quality control process. 

Poor, inconsistent 

QC procedures. 

Implement 

effective, 

consistent QC 

procedures. 

01/31/09  

A. Develop a draft Quality Control policy, including 

integration of unit make-ready data and submit to 

HUD for comment. 

    

B. Develop draft detailed procedures, for each 

department and submit to HUD for review and 

approval.  

    

C. Present to Board for adoption.     

D. Issue finalized policy and procedures to staff in a 

memo, with an effective date, provide staff training 

and implement. 

    

E. Submit copies of quarterly QC reports to HUD for 

comment. (Due 60 days after each quarter) 

  Quarterly 

reporting 

Begins  

02/29/08 

 

4.7 Ensure that the waiting list accounts for all relevant 

factors (e.g. income tier, preferences, date and time of 

application) when placing applicants on the list, so that 

the list accurately reflects GHA’s policies. 

Waiting list did 

not show all 

relevant factors. 

Waiting list in 

accordance with 

GHA policy. 

10/31/08  

4.8 Conduct annual re-exams in a timely manner. 

[References: 24CFR 960.257, 990.113]   Establish and 

implement procedures to ensure that tenants’ income 

and assets are properly verified and files are properly 

documented:  

Tenant file review 

indicated 

inadequate 

documentation. 

Income/assets 

properly verified 

at Re-

exam/interim. 

10/31/08  
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Targets and Strategies  Baseline 

As of: 

3/31/06 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

 

A. Obtain 3
rd

 party verification of income and assets 

whenever possible; use EIV regularly. 

    

B. When 3
rd

 party verification is not available, 

document the reason in the file. 

    

C. Document each file to show how income and assets 

were calculated and that all categories of income 

and assets were considered. 

    

D. Implement supervisory controls to monitor 

performance and ensure compliance. 

    

      E. Establish quality control process for review of tenant 

files. 

  12/31/07  

      F. Assess all occupancy files for accuracy and required 

documentation and take corrective action as needed. 

  On-going  

      G.  Provide monthly reports on file review to Director 

of Housing Management, Director of Housing Choice 

Voucher Program and Executive Director. 

  On-going  

      H.    Train staff on documentation and verification        

procedures. 

    

4.9 Develop utility consumption data in accordance 

with 24 CFR 965, Subpart E. 

Documentation 

not available at 

time of review. 

Update annually. 12/31/07  

A. Conduct or contract energy study   03/31/08  

B. Obtain current utility rate data and update current utility 

allowances and submit draft to HUD for review and 

approval prior to Board ratification. 

  Annually  

C. Retain documentation supporting calculation for review 

by residents and HUD, including all surcharges and 

allowances paid, and updates. 

  On-going  
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Targets and Strategies  Baseline 

As of: 

3/31/06 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

 

D. Evaluate feasibility of energy performance contracting; 

conservation programs; and/or other revenue generators 

  On-going  

4.10 Sustain and integrate HOPE VI developments into 

portfolio 

  On-going  
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Operational Area:   5.  PROPERTY MAINTENANCE 

 

PHAS Performance Targets 

Indicator #:              Name: 

Baseline 

As of 

3/31/06 

1
st

 qtr 

Performance 

Target 

2
nd

 qtr 

Performance 

Target 

3
rd

 qtr 

Performance 

Target 

Final 

Performance 

Target 

1                                Physical Conditions      

3-3a                           Emergency WOs  100% 100% 100% 100% 

3-3b                           Non-emergency WOs  10 days 9 days 8 days 7 days 

3-4a                           Unit inspections  25 % 50 % 75 % 100 % 

3-4b                           System inspections  25 % 50 % 75 % 100 % 

                                                                                             

Targets and Strategies  

Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

5.1 Improve Maintenance operations. [Reference: PIH 

Notice 97-36, 64 FR 33708 dated 6/23/99] 

 

Baseline last certified PHAS – 3/31/2005 

 Formal 

Maintenance 

Plan 

7/31/08 

On-going 

 

A. Develop/Revise Maintenance Plan for project-based 

management to include, at a minimum, the following: 

  01/31/08  

1) WO Procedures.     

2) WO Classifications (emergency vs. non-emergency 

etc.). 

    

3) Schedule for Inspections of units, buildings, sites, 

and systems. 

    

4) Inventory Controls.     

5) Work Schedules.     

6) Vacancy Preparation     

7) Scheduled Preventive Maintenance.     

 8) Service Contracts.     

9) Purchase Order/Blanket Purchase Order.     

10) Action plan relating to contracting vs. In-house.     
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Targets and Strategies  

Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

11) Annual Maintenance Budget.     

12) UPCS Inspection Criteria for buildings/systems.     

13) Quality control procedures (inspections, quality of 

work, wrench time, etc.). 

    

14) Cyclical maintenance schedule, to include curb 

appeal issues. 

    

5.2 Develop a comprehensive, new Maintenance Plan 

(with practices and procedures) to include a detailed 

analysis/rationale of the relationship between central 

maintenance functions and the maintenance functions 

at each development and a quality control system.      

None New Maintenance 

Plan Completed 

and Approved by 

HUD. 

4/30/08  

A. Incorporate Maintenance Plan in Property Management 

Manual 

  4/30/08  

B. Implement the Maintenance Plan   On-going  

C. Assess the effectiveness of the Maintenance Plan and 

adjust as needed. 

  08/01/08  

5.3 Enhance staff qualifications and capabilities. 

[Reference: 24 CFR 5.701-705] 

 Improved skills 04/30/08 – 

On-going 
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Targets and Strategies  

Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

A. Analyze maintenance staff and skill level requirements 

at each property. 

  01/31/08  

B. Analyze use of contracting vs. in-house maintenance.   01/31/08 

On-going 

 

C. Initiate contracting procedures and union negotiations if 

staff reduction in force is necessary. 

  On-going 

08/01/07 

 

D. Assess maintenance employee skills and determine 

employee-training needs. 

  01/31/08  

E. Obtain and conduct training to enhance employee skills.   02/29/08  

F. Make necessary staffing adjustments to meet property 

maintenance needs. 

  02/29/08  
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Targets and Strategies  

Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

5.4 Modify existing or purchase an integrated, 

automated Work Order and Inspections System that 

can handle the complexity of the GHA portfolio and 

will be useable by management to assess and control the 

maintenance accomplishments of each property and 

GHA as a whole. 

Most W/Os 

generated but not 

entered into 

GHA’s main 

computer. 

Seamless 

integration of  

W/O system into 

GHA’s 

automated 

system. Obtain 

HUD approval. 

3/31/08  

A. Increase work order production to HUD 

acceptable levels – track work order production 

and provide monthly report to Exec. Dir. & Brd 

  first report 

11/30/07 & 

end of 

month 

thereafter 

 

B. Identify Housing Management work order 

systems parameters. 

    

C. Modify or procure work order system     

            D.   Implement Work Order and Inspection System  Seamless 

integration of  

W/O system into 

GHA’s automated 

system. Obtain 

HUD approval. 

7/31/08  
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Targets and Strategies  

Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

5.5 Ensure that all EH&S violations are remediated, 

abated, or corrected and that work orders are created 

and tracked for each occurrence of EH&S violations.   

W/Os are not 

issued to cover all 

EH&S violations.  

Not all EH&S 

violations are 

abated w/in 24 

hrs. 

Generate 

Emergency W/Os 

for all EH&S 

violations and 

abate or complete 

all emergencies in 

24 hrs. 

10/31/07 

 On-going 

 

A. Identify all REAC FY07 generated EH&S 

violations as Priority Code 1, Emergency per the 

Maintenance Plan. 

W/O system 

Priority 1, 

Emergency 

definition does not 

include all REAC 

EH&S violations. 

All REAC EH&S 

violations coded as 

Priority 1, 

Emergency. 

  

B. Abate or complete all EH&S emergencies in 24 

hours. 

Not all EH&S 

violations are 

captured or abated 

w/in 24 hrs. 

Abate or Complete 

within 24 hours. 

  

5.6 Ensure that the HUD inspection requirements under 

MASS are adequately inspected and recorded in 

accordance with UPCS and local building code 

requirements.  

 

 

Numerous units 

inappropriately 

exempted from 

inspections. 

All units treated 

appropriately. 

02/29/08 

Monthly 

On-going 
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Targets and Strategies  

Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

5.7 Ensure 100% of dwelling units are inspected 

annually using UPCS and/or more stringent local 

code.  [Reference: 24 CFR 901.30, 902.23, 

902.43(a)(5)] 

 Full Compliance 4/30/08  

A. Develop standardized inspection form for dwelling 

units using UPCS and/or more stringent local code and 

include in Maintenance Plan. 

  01/31/08  

B. Ensure that quality control inspections are completed.   On-going  

C. Ensure that work identified by the inspections are 

entered on the WO tracking log/system. 

  On-going  

D. Submit monthly report of progress to Executive 

Director/Board. 

  On-going  

A.  Ensure inspection form includes UPCS and local 

building code. 

    

B. Ensure that the total number of emergency and non-

emergency work orders and the total days to 

complete work orders are fully supported by the 

underlying records. 

    

                                                                                             

Targets and Strategies  

Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

5.8 Schedule periodic quality control review of Work 

Orders System by the GHA managers/agents.  

No quality control. Effective quality 

control reviews. 

12/31/07 

Monthly 

On-going 

 

A. Establish quality control (QC) standards and 

sampling rates for managers. 

    

B. Initiate QC reviews.      11/30/07   

& monthly 

thereafter 

 

C. Review as part of quarterly management meetings.     
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Targets and Strategies  

Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

5.9 Reconcile unit counts in the 3 databases, i.e., 

Finance, UPCS Inspection Department and PIC 

(pending correction of the data on PIC). 

Conflicting unit 

counts in 3 

databases.   

All 3 databases 

are accurate and 

indicate the same 

unit counts.   

03/31/08  

A. Develop a method for establishing a final, correct 

number – using what is on the ground. 

    

B. Establish the correct number, and make appropriate 

adjustments to databases, as appropriate, with 

needed justifications to the files. 

    

C. Make any needed ACC amendments, and releases 

of Declarations of Trust. 

    

D. Successful input of correct data into PIC. 
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Targets and Strategies  

Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

5.10 Improve communications between property 

managers, maintenance and other PHA 

departments. [Reference: HA Maintenance Plan] 

 Improved 

Communication 

12/31/07  

A. Conduct weekly meetings between property managers 

and key maintenance staff for the purpose of discussing 

current maintenance issues, workload and conformance 

with maintenance plan, etc. 

  On-going  

B. Conduct monthly meetings between property managers, 

Director of Housing Management and Maintenance 

Supervisor. 

  On-going  

C. Assure Maintenance Supervisor attends management 

staff meetings with ED, Director of Housing 

Management and other key staff to present and discuss 

maintenance needs and performance. 

  On-going  

D. Coordinate property level purchasing procedures with 

Materials and Contracts unit to ensure compliance with 

agency Procurement Policy. 

  03/31/08  
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Operational Area:   6.  RESIDENT SERVICES AND INITIATIVES 

PHAS Performance Targets 

Indicator #:              Name: 

Baseline 

As of: 

3/31/06 

1
st

 qtr 

Performance 

Target 

2
nd

 qtr 

Performance 

Target 

3
rd

 qtr 

Performance 

Target 

Final 

Performance 

Target 

3-5                            Economic self sufficiency Excluded    7 

4                                Resident satisfaction 7    9  

 

Targets and Strategies  Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

6.1 Develop standard language for MOUs and 

Interagency Agreements that reflects the administrative 

requirements in OMB Circulars and HUD’s 

procurement handbook. 

  5/31/08  

6.2 Increase customer satisfaction based on the results 

of the REAC Customer Satisfaction Survey. [Reference 

24 CFR Part 902; PIH Notice 93-23] 

RASS Score 

varying greatly 

from year to year 

Improved & 

consistent RASS 

Score 

7/31/08  

A. Analyze the results of the REAC surveys [FYE 

3/31/05 and 3/31/06} to determine areas of 

weakness and strength. 

    

B. PHA documents and certifies Implementation Plan 

activities via the Internet. 

    

C. Develop a Follow-Up Plan and submit a copy to 

HUD. Address identified weaknesses and build on 

strengths.  Ensure the Plan includes the areas of 

Maintenance and Repairs, Communication; Safety; 

and Neighborhood Appearance.  Seek input from 

resident leadership and resident groups.  Include a 

data collection process for on-going measurement 

of the level of customer satisfaction. 

    

D. Implement all of the tasks in the Follow-Up Plan.     



 

 

Gary Housing Authority -  MOA July 2007                                                                                              Page 41 of 49 

                                               

Targets and Strategies  Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

6.3 Improve communication between management and 

residents to improve customer satisfaction. 

[Reference: Public Housing Reform Act of 1998] 

 

 Improved 

communication 

04/30/08  

A. Distribute information on current activities to all 

residents on an On-going basis and provide a copy to 

HUD.  Update bulletin boards on monthly basis in all 

developments. 

  On-going  

B.  Develop/maintain a process for effectively addressing 

and resolving correctable resident dissatisfaction items. 

  On-going  

C. Meet with resident leadership on a regular (e.g. 

monthly) basis. 

 

  On-going  

6.4 Assure Resident Relations/Services Program Costs 

are within budgetary constraints 

 Program Cost 

Reduction 

10/31/07  

A. Determine amount of outside grant funding available.   01/30/07  

B. Develop/trim resident programs within available grant 

funding. 

  Completed  

C. Assure that any additional department costs for staff, 

overhead, etc., fall within available agency operating 

funds. 

  11/30/07  

D. Take action to reduce costs if necessary.   11/30/07  
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Operational Area:   7.  CAPITAL FUNDS 

 

 

PHAS Performance Targets 

Indicator #:              Name: 

Baseline 

As of: 

7/23/06* 

1
st

 qtr 

Performance 

Target 

2
nd

 qtr 

Performance 

Target 

3
rd

 qtr 

Performance 

Target 

Final 

Performance 

Target 

3-2a                          Funds unexpended $6,652,722.73

* 

   $0 

3-2b                          Funds unobligated HUD Finding    $0 

3-2c                          Quality of work HUD Finding    0 findings 

3-2d                          Contract administration HUD Finding    0 findings 

3-2e                           Budget controls HUD Finding    0 findings 

                                                                        *Insufficient documentation to support any performance level, scores failed – Certification 

review conducted by HUD 

                                                                        

Targets and Strategies  Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

7.1 Improve the timely obligation and expenditures of 

Capital Funds [Reference: 24 CFR 901.15(b), 

901.15(a)] 

Untimely 

obligation and 

failure to follow 

5-Year Plans. 

Compliance and 

timely obligations, 

Procedures in 

place, and 

documented. 

12/31/07 

On-going 
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Targets and Strategies  Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

      A.  Submit all request for Capital Fund.  Expenditures                                                                                                                      

to HUD Local Field Office prior to expenditure and include 

supporting documentation/justification 

Irregular 

submissions have 

occurred with 

GHA or GHA has 

submitted requests 

and not utilized it 

for it eligible 

purpose or not 

drawn it from accts 

within 3 days of 

request 

All submissions 

must be approved 

by Field Office 

prior to expenditure 

10/31/07 

On-going 

 

B.  Obligate funds within approved Implementation 

Schedules, including replacement housing funds 

  10/31/07 

On-going 

 

C.  Expend funds within approved Implementation 

Schedules, including replacement housing funds 

  10/31/07 

On-going 

 

7.2 Improve effectiveness of Construction contract 

administration procedures. [Reference: 24 CFR 

968.135] 

 Improved 

Effectiveness 

8/31/08  

A.  Comply with Davis Bacon requirements and/or 

prevailing wage rate requirements. 

  On-going  

B. Consider transferring process of wage rate 

determination to Materials and Contracts Management 

office. 

  10/31/07  

7.3 Establish more effective budget controls and capital 

fund tracking procedures. [Reference: 968.320, 

902.43(a)(2)] 

 Effective Budget 

Controls and 

Tracking 

11/30/07  

A. Assure proper authorization and training of personnel 

accessing LOCCS and monitoring Capital Funds. 

  11/30/07  
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Targets and Strategies  Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

B. Develop an effective capital fund tracking procedure 

including routine transmittal of LOCCS reports to 

Director of Development. 

  10/31/07  

C Submit P&E/semi-annual progress reports on a timely 

basis with copy to Executive and Deputy Executive 

Director. 

  11/30/07  

D. Update obligations & expenditures monthly and call 

into LOCCS and report to Executive Director. 

  12/31/07  

7.4 Improve the physical condition and long-term 

viability of the developments. [Reference: 24 CFR 

968.315, 903.1-11] 

 Physical Needs 

Plan 

12/31/07  

A. Use planning process involving Executive Director to 

prioritize and develop the five-year action plan to 

include the comprehensive physical needs assessment. 

  12/31/07  

B. Incorporate the results in the PHA Annual and Five 

Year Plans. 

  12/31/07  

7.5 Improve the management capacity of the Authority. 

[Reference: 24 CFR 968.315, 903.1-11] 

 Management 

Needs Plan 

12/31/07  

A. Conduct management needs assessment to establish 

management improvement needs. 

  12/31/07  

B. Use planning process involving Executive Director to 

evaluate, prioritize and develop the five-year action 

plan to include the management needs assessment. 

  12/31/07  

C. Incorporate the results in the PHA Annual and Five 

Year Plans. 

  12/31/07  

7.6 Reduce the findings and risk of findings in the 

administration of capital funds programs. 

[Reference: 24 CFR 85.36; HA Procurement Policy] 

 Well-run CFP 11/30/07  
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Targets and Strategies  Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

A. Recruit and hire qualified Director of Capital 

Funds/Development to oversee the modernization and 

development programs. 

  01/31/08  

7.7 Comply with 5-year energy audit requirements. No 

documentation to 

show completed 

energy audit and 

issues with utility 

payment and 

tracking. 

Complete energy 

audit. 

3/31/08  

A. Incorporate results of Energy Audit in five-year 

plan. 

    

7.8 Comply with environmental requirements Environmental 

review completed 

as of 04/2007. 

Complete 

environmental 

clearances. 

11/30/07  

A. Provide documentation to show requirements have 

been met for all open CFP programs 

    

B. Establish and implement procedures to ensure 

completion of an environmental assessment for all 

current and future construction/modernization 

projects. 

    

C. Update Environmental Assessment annually as 

needed. 
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Operational Area:   8.  SECURITY 

Targets and Strategies  Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

8.1  Reduce crime and improve the quality of life in 

GHA developments [Reference:  Public Housing 

Reform Act of 1998; 24 CFR Part 84 & 761] 

  12/31/07 

On-going 

 

    A.  Assess security needs at all developments     

          1.  Identify physical security needs (e.g., alarms,                       

fencing, barriers, etc.) 

    

        2.  Identify risk for domestic violence, youth at risk, 

etc. 

    

        3.  Identify need for security patrols or surveillance     

     B.  Evaluate effectiveness of current local law 

enforcement services 

    

    C.  Evaluate present GHA security staff     

    D.  Obtain resident input regarding security programs     

     E.  Implement the security program     

8.2  Evaluate the effectiveness of applicant screening 

procedures in reducing crime [Reference: Public 

Housing Reform Act of 1998] 

No evaluation  Evaluation 

Conducted 

3/31/08  

    A.  Establish procedures for obtaining FBI criminal 

checks in accordance with PIH Notice 98-20 and 2003 

    

    B.  Update background checks older than 90 days prior 

to accepting/officering a unit to new applicants 

    

    C.  Develop tracing log for ineligible applicants with 

criminal history 

    

D.  Develop a security program for each development with 

input from property manager, residents and local law 

enforcement agencies. 

  12/31/07  

E.  Incorporate a security program for the elderly hi-rises 

into the site budgets for the hours needed. 

   12/31/07  
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Targets and Strategies  Baseline 

As of: 

3/31/06 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

F.  Explore with the local government the extent to which 

the GPD can provide additional police services to abate 

crime in the public housing communities. 

   2/29/08  

G.  Address Section 8 fraud internally through such 

avenues as better training of staff to be alert for fraud 

possibilities, better quality control on resident files and 

HQS inspections. 

   7/31/08 

On-going 

 

H.  Make necessary adjustments in Public Safety staffing to 

meet budgetary constraints. 

  2/29/08  
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Operational Area:   9.  MANAGEMENT INFORMATION SYSTEMS 

 

Targets and Strategies  Baseline 

As of: 

3/31/06 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

9.1 Improve the interface between the computer 

systems.  

Inadequate 

interface between 

systems.  

Seamless interface 

exists.  Real time 

access possible. 

3/31/08  

9.2 Resolve problems with existing MIS. 9/2006  

Certification 

Review Report 

Improve quality 

and efficiency 

7/31/08  

A. Identify organizational location (organization chart) for 

MIS function and staffing needs to support MIS 

requirements. 

  On-going 

 

10/31/07 

 

B. Develop job descriptions for required MIS staff. 

 

  10/31/07  

C. Make necessary staffing adjustments to meet MIS 

needs. 

  On-going  

D. Develop MIS report covering all Agency operations.   2/29/08  

E. Submit MIS report to top management monthly.   2/29/08 and 

On-going 

 

F. Train staff on existing MIS capabilities and features and 

use of data to monitor performance including updates 

on PHAS and SEMAP indicators. 

  11/30/07 

On-going 

 

G. Generate reports for Board of Commissioners   2/29/08 and 

On-going 
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Targets and Strategies  Baseline 

As of: 

3/31/06 

 

Final 

Performance 

Target 

Estimated 

Completion 

Date 

COMMENTS 

9.3 Conduct a comprehensive; PHA-wide needs 

assessment, either in-house or by a consultant, to 

determine system improvements, if any, to the current 

system.  Project needs for the next 5 years.  Prepare a 5-

Year MIS Plan as necessary. 

Comprehensive 

needs assessment 

and long-range 

MIS Plan not 

available. 

Comprehensive 

needs assessment 

and MIS Plan 

completed.  

Budget projections 

and funding 

sources 

determined. 

1/31/08  
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PUBLIC HEARING 
ON 

2008 GHA ANNUAL PLAN 
JANUARY 10, 2008 

 
PLACE: GHA BOARD ROOM, 578 BROADWAY, GARY, IN 
TIME: 6:00 P.M. 
_____________________________________________________________ 
 
Welcome: 
 
Chairperson Margo Richmond welcomed residents to the public hearing on the Housing 
Authority of the City of Gary, Indiana 2008 Annual Plan.  The notice of the public hearing 
was published for two days in the local newspaper listing thirteen (13) sites where the plan 
could be viewed in compliance with HUD requirements. 
 
Overview: 
 
Alfreda M. Peterson, Executive Director stated the process for submitting the Annual Plan.  
There was a schedule made in order for staff to timely gather input for the plan.  Executive 
Staff was given different parts of the Annual Plan to work on.  The staff then went through a 
PowerPoint presentation on the submission.  Also included in the Annual Plan are policies of 
the agency.  We gathered the necessary documents and put together 13 books that were 
distributed throughout the city so that the public could see it and we advertised in the local 
newspapers locations where the Annual Plan could be seen. On November 19, 2007 the 2008 
Annual Plan was made available for review.  The Resident Council Presidents along with 
two residents of the Housing Choice Voucher program agreed to serve as the Resident 
Advisor Board for the development of the Annual Plan.  In addition to the required public 
hearing, GHA Executive staff held community meetings throughout the GHA sites to afford 
residents who were unable to attend the public hearing the opportunity to voice their 
comments and recommendations on the Annual Plan.  
 
Before the public comments began, the Board Assistant read the ground rules for the public 
hearing session. 
 
Public Comments: 
 
At the beginning of the meeting persons wishing to speak with regard to the 2008 Annual 
Plan were instructed to sign-up.  Each person was given three (3) minutes to make their 
remarks.  If a person is over the time limit, then the Chairperson can allow two (2) more 
minutes for the person to complete their thought and comments. 
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Speaker Robert Comer 
 
Good afternoon.  My name is Bob Comer and I am the President of the Genesis Towers 
Resident Council, 578 Broadway and the Chair of the four high rise resident councils in the 
city of Gary.  I am here today on the Annual Plan.  As we know the Annual Plan is a hope 
list, wish list and for the last five years, we all know the Annual Plan has not followed 
through of the things it’s supposed to do.  At one time I stopped the Annual Plan.  I was the 
very person to do that because the annual plan is the type of thing you have to have by the 
deadlines so that the Gary Housing Authority will receive its subsidies and operating capital 
for the housing authority and residents.  I’m asking for receivership real bad cause we have 
not followed through the process with doing things for the residents.  For number one, we’re 
not to be heard because three minutes is not enough for something as tedious as this.  For 
number two, where is your money and where is our money.  We had five years (inaudible).  
Our money is not being brought to us, one time since I’ve been here. For number two our 
security, for number three our fire department.  You know this is not enough time to sit down 
and talk about this because you kind of squashed us into a small frame.  The last meeting we 
had downstairs in my building was in December.  I asked questions to let my people know 
about the Annual Plan and the Executive Director immediately stopped it and the discussion 
became on me.  Trying to be competing councils, trying to get me out of office talking about 
having a recall and today the same thing happened here.  I wrote a letter today. You see, I’m 
a target because I’m the one who brought the fire marshals here.  I’m a target because I’m the 
one who put (inaudible) in the paper.  I’m a target because I do have an attorney and y’all 
will be hearing from him next week on the 15th.  I don’t know if you’re getting letters or not.  
I’m giving y’all letters to everything and I know you ain’t getting the letters I’m giving 
because the letters I’m giving you are powerful and all y’all involved in it.  The Annual Plan 
is a hope list.  I hope HUD come in here and take over, not because of you, you have lack of 
knowledge because you’re not getting it from the ED.  It’s a personal vendetta against me.  
I’m asking for the Executive Director to resign immediately or be fired because she’s not 
giving the information out.  I’m very upset.  I’ve been here for five years.  I put in the paper 
that I trust her and give her a chance and I would work with her.  She’s like a pit bull at me 
right now with hot sauce on her teeth, barking at me, but she’s not going to frighten me.  But 
the main thing is I want this to stop immediately.  And I love her in the name of Jesus.  We 
can’t keep on going.  Do you understand that this building right here, every, everyday we 
have violations.  I’ve talked to the fire marshals.  Do you understand how many violations 
you’ve got? I’ll give them to you.  I’ve got over 175 pages of violations that you have in this 
building.  Everyday.  She ain’t getting them; I know you ain’t getting them.  I got them.  I’m 
gonna give each one of you that.  She can go.  I love her.  I ain’t got nothing else to say.  I 
hope HUD take over, I hope y’all turn this down. I hope you don’t do this.  You got a staff up 
here, you got some good people work for the housing authority.  But your head is a musical 
chair.  “Can you count?” “No.” Good, I’m gonna hire you over Finance.  I got a problem 
with that.  Love you. 
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Speaker Kendra S. Johnson 
 
Good evening to everyone here.  As I looked over the Annual Plan, I noticed quite a few 
things.  Unfortunately because of circumstances beyond my control, I only had one day and a 
half to go over the Annual Plan.  And one of my questions was, there was some time ago 
where it was requested each of t he presidents receive a copy of the Annual Plan.  I was not 
under the impression on if they had received a copy of the Annual Plan.  I saw that it stated 
that the display location for the Annual Plan was at the main office.  I was concerned that it 
was not at the local library for others to look at, but one of my biggest concerns was under 
resident training.  I saw that $1500.00 was allotted and my question was what did that cover 
for resident training.  Was that for training for employees to handle or how to treat residents, 
how to talk to residents or did that mean exactly what it says “resident training”.  Is that the 
amount of money that would be spent to train residents of the public housing authority so that 
they would be able to come to the table and sit with the housing authority in a manner of 
trying to improve their development, help the housing authority grow.  Also I looked at the 
Resident Advisory Board members and I noticed that Colonial Gardens, Broadway/Jefferson 
Manor and Dorie Miller/East Point did not have representation.  However I did appreciate the 
Executive Director coming out to Dorie Miller.  Unfortunately I was deeply disappointed and 
it was not the fault of the ED, but whereas Delaney had announcements mailed to them 
letting them know that the ED was coming to speak with them.  Dorie Miller had flyers 
sitting on the desk in the office where half the time residents don’t even come to the office 
unless they are paying their rent and had I not been the individual that I am, who looks at 
different things, like what’s on the wall or what’s on the table, I would not have even known 
that the ED was coming.  So therefore, only about five people from Dorie Miller showed up.  
If you talk to three of those five they will tell you that I personally knocked on doors at the 
last minute that she was coming to see if they could come out and speak with her and ask her 
questions.  Also I noticed when it came down to shutting down Dorie Miller whereas in the 
last Annual Plan, it was stated that the date was yet to be determined and at the meeting it 
was stated that HUD would be the ones to determine of Dorie Miller would be shut down.  
So my complaint pretty much is not enough was stated about how the residents, other than 
the fact of the Resident Advisory Board and it stated that residents served on , I’m sorry, 
stated that was the residents on the Resident Advisory Board of the public housing authority 
elected by the residents (inaudible), however, I am quite glad that we do have a resident 
commissioner on the Board and I would like to see more than one on the Board as well.  And 
I didn’t get a chance to look at the Family Self-Sufficiency  program, but I also noticed that 
there were economic and social program partnerships with “Back-to-God” Movement, 
financial literacy and the Gary Public Schools for the CISCO Labs.  And I was interested in 
that because I had not heard that there was a partnership with the Gary School Corporation 
concerning the CISCO Lab but it was in the Annual Plan.  So if this is a wish list, perhaps it’s 
your desire to form such a partnership.  But I would also like to see more of the residents 
coming together to form partnerships with outside organizations as well.  I also noticed you 
do not have a cooperative agreement with the TANF agency.  Before you enter into a 
cooperative agreement, I would suggest that you examine the TANF agency more 
thoroughly, because they use technicalities to exclude their clients out of certain things.  
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TANF does not have a program that promotes entrepreneurship for residents.  They are more 
pushed toward residents going to get jobs, not looking at the fact of being economic self 
sufficient through entrepreneurship.  That may be something the housing authority could 
look in to showing residents how to have entrepreneurship.  For talking with former members 
of the organization we had at one time, we were looking into entrepreneurship, not just 
limited to RMC but having a business of our own, doing nails, housekeeping, child care and 
things of that sort.  I didn’t get a chance to read thoroughly through the Community Service 
piece although I did see that you were looking at the definition under 21 (6.1) or 1614 of the 
SSA for inclusion of those who do not have community service and it might be a snag with 
the community service because some of the organizations that people do community service 
with are redoing their policies concerning volunteering.  I was informed that the Gary School 
Corporation is redoing theirs.  That’s one of the places I do community service with a and 
also the definition of community service, my community service is a bit unique because what 
I do is I attend meetings throughout the city and I meet one on one with different individuals 
a the library.  I also meet with my residents to inform them about what’s going on in the city 
oar when politicians are meeting and where and when different activities are going on.  For 
me it’s a little bit vague defining community service. 
 
At this point the Executive Director interjected and the following comments by staff were 
made: 
 
Before Mr. Dixon comes, I’d like to make a couple of responses to some of the things I’ve 
heard thus far.  And one of the issues is the tenant council funding.  In doing a little 
background and talking to Mr. Wilkes, I found out that Tenant Councils were disbanded at 
one point in time ago and that they just were reinstated on last year and any monies that are 
due to tenant councils will start with the year 2006.  I also found out that in order for you to 
get these monies, you have to have some things in place.  Some of the things you have to 
have in place is you have to have a record of how the previous funds were spent, you have to 
have a current plan for spending your funding, you have to have and approved budget and 
you have to have a financial report.  Then you will receive your monies.  The money that you 
will receive is a $15.00 allotment so if all these things are in place then you can get your 
funding.  And from my knowledge, we haven’t received any of these reports yet to distribute 
any of the HUD money to those sites that do have tenant councils.  I’d also like to ask my 
financial advisor to explain this $1500.00 for resident training and Ms. Smith can you give us 
some comment about each president receiving a copy of the Annual Plan.  I was not aware of 
that.  Can you assist us with that? 
 
Sherita Smith, Director of Human Resources 
 
With regard to the presidents receiving the Annual Plan, I wasn’t aware that they would 
receive a copy.  We did things differently this go around.  When we did the 2007 Annual 
Plan, we only had one book that was available here at the Central Office, but with this 
particular plan we made 13 copies so that they could be distributed to the various sites and 
developments so residents would have the opportunity to come there and view it.  There are 
also papers inside of it to make comments if they had any comments in regard to it there were 
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sheets available for them to do so.  So this is the first I’m hearing that we were giving them 
to the presidents.  That wasn’t something that we had decided upon.  We were just trying to 
increase the number of books that are out there so individuals wouldn’t just have one place to 
come to and they could come where they resided. 
 
Chairperson Margo Richmond, Board of Commissioners 
 
Last year we made (inaudible) these books were to be made available to the presidents cause 
they are a part.  We put them out there because they have to have some form of input as well. 
 
Sherita Smith 
 
The week that it was done, it was put in the papers as to where the locations would be.  We 
listed not only the development, but also the address where it could be found.  And its been 
out there since November 19, 2007.  Those books are still out there now.  We left them out 
there, we didn’t take them back yet for them to see.  Then when we went around to the 
developments to have the meetings that we held, that was an opportunity and we did have 
people comment that had taken the time and looked at the books, but even when those 
meetings were held, there was additional time of it being out there and us making them aware 
that it was still out there.  In regards to the comment that was made about the flyers being left 
out, although Delaney did mail the flyers out, it was the decision the Property Manager made 
to do that to all the residents. We  had the exact same number of people to show up at the 
Delaney meeting so even though they were mailed out, we still had a small group that came 
out for it. 
 
Margo Richmond 
 
So none of the presidents received a copy? 
 
Sherita Smith 
 
No. 
 
Commissioner Cornell Collins 
 
But they could see it at their sites? 
 
Sherita Smith 
 
Correct. 
 
Commissioner Collins 
 
And you say they’ve been there since November 19th? 
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Sherita Smith 
 
November 19th they went out and in this building alone, we had one here in the Central 
Office, there was one downstairs in the Section 8 office, there was one across the hall in the 
Applications Department and one in the Manger’s office, so there were four in this building 
alone. 
 
Commissioner Collins 
 
Since it’s been there since November that’s a couple of months. 
 
Sherita Smith 
 
It’s been out there for the 45 day requirement.  By going out that’s why we advertised in the 
newspaper and went around trying to catch individuals as well.  But the books are still out 
there.  We haven’t pulled them back. 
 
Alfreda M. Peterson, Executive Director 
 
Ms. Payne, do you know anything about the $1500.00 for resident training? 
 
David Cornwell, HUD Financial Technical Assistant 
 
The $1500.00 for resident training would be available for public discussion tonight. 
 
Commissioner Collins 
 
So who would the presidents get in touch with in order to get information for them to get the 
training or so that when we leave here their questions will be answered about starting the 
process as how they set up budgets and requirements for funding. 
 
David Cornwell 
 
I’m sorry, there are some Commissioners I haven’t met.  The council presidents and the ED 
and the Board Advisor are at (inaudible) place for them to get together.  Mr. Wilkes knows 
consultants that would be able to help them set up… 
 
Commissioner Collins 
 
No, what I’m saying is, I take it that they have to have a budget in place, financial records, 
etc., are you saying that some of  that money could be used to set up as far as the resident 
council presidents, do they go to Wilkes or… 
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David Cornwell 
 
They have a weekly meeting with the Executive Director and Mr. Wilkes… 
 
Alfreda Peterson 
 
We have a monthly meeting and it’s the Thursday before your Board Meeting. It just so 
happened that we met Tuesday before this meeting.  But we meet monthly at 12:00 noon. 
 
David Cornwell 
 
That is where thy go to get the assistance they need in order to get the $1500.00. 
 
Chairperson Richmond 
 
I have one question.  What date did you start here? 
 
David Cornwell 
 
October 26, 2007 
 
Chairperson Richmond 
 
Because once again, I am concerned about the information being right here on the premises 
and the Technical Assistance not being given directly to the resident councils so that those 
budgets could be in place so that they could have already receive their funds and we could 
looking at the future in 2008 to see what they planned to do.  (To Mrs. Peterson) So you have 
not received any of the plans for 2008, and you have not received any budgets from the past 
money that was spent prior to? 
 
Alfreda Peterson 
 
I have not received anything. 
 
Public comments resume 
 
Speaker Squire Dixon 
 
Hello, my name is Squire Jack Dixon, Jr.  I am the president at 3280 Pierce Street.  About 
this budget thing, I don’t understand when people are supposed to come and to things at our 
building, they do a half job. I have a problem with that.  We pay them, but I don’t know, just 
give them money and let them do whatever they want to.  They leave and its never a follow-
up of them coming back to straighten things out.  We have a situation right now, I think it 
was the 3rd up to the 8th floor.  Water came in the window through the air conditioner.  What 



________________________________________________________________________________________ 
Housing Authority of the City of Gary, Indiana 2008 Annual Plan Public Comments                    Page 8 of 43 

they were supposed to been doing, and the water is still coming in there.  I don’t know what 
happening with that.  These people’s apartments were flooded. They came out, our 
maintenance person was able to take care of that.  But (about) our door, they tell me that a 
manager is supposed to come out there and hook our door up, program our door so that the 
residents can use their key.  The keys are in the office .  Why can’t they take care of that?  
We got to have something in the door, so when security leave, if somebody locks the door, 
we can’t get in unless you go around the back and get the (inaudible) working, we can’t get 
in.  They need to take care if this here.  Just…  
 
Commissioner Collins 
 
This is supposed to be about the Annual Plan. 
 
Chairperson Richmond 
 
Mr. Dixon, there’s going to be another session after this one for public participation and I 
kind of got caught up in listening to what needs to be done.  So there will be another session 
right after this one. 
 
Speaker Squire Dixon 
 
Now they did give us a plan, they did send the book around.  She did, Mrs. Peterson, she 
came out and everything, the residents, they really liked her because there were some things 
that needed to be done and she went right in and took care of it.  I been out there going on 
four years myself and people just shucked us. 
 
Chairperson Richmond stopped Mr. Dixon as he is over his three minute limit. 
 
Speaker Jacqueline Turner 
 
Good evening, Board, Staff and residents.  My name is Jacqueline Turner and I represent a 
national organization called ENPHRONT for taking this challenge.  I haven’t had an 
opportunity to read the Annual Plan, and I just spoke with one of your staff members in order 
to see it later in the week.  I’m listening to some of the comments being made and I’m 
listening t the fact that there might not be compliance under 24 CFR 903 and 24 CFR 964 
which gives the residents the right to participate in the full evaluation of the Annual Plan to 
review policies and budgets for operations concerning the public housing authority.  I do 
understand that you stated that the Annual Plan was put out on the 19th of November and 
there is a grace period s the 24 CFR 903 states that it is placed there.  I would like to see if it 
could be extended and that there be some additional follow-up with the residents. Again, last 
year, when I came to you all I asked that if we could consider creating a policy for the 
residents to have participation that that would be a part of the Annual Plan so that you all can 
start having a collaborative partnership.  I’m offering my services as I did to Mrs. Nelson.  I 
have a lot of knowledge and insight that could help support more unity between the residents 
and housing.  Also please pay attention to compliance and the regulations that really focus on 
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the residents being a part of this.  Because this year, the past year in 2007 the United States 
Congress passed a bill for the residents to have their rights honored according to the 24 CFR 
and I’ll bring that information to you.  I have not had an opportunity to view it as I said, there 
are some steps in the Annual Plan that the residents should have some input in.  And it’s a 
long, lengthy plan, I know, and you can’t do it in one day.  My name is Jacqueline Turner, 
please consider me.  I’ll extend my phone number and information to you.  We can write a 
letter to you, a proposal to help assist the residents and assist them where they can come to 
the table with you and your experts sent through HUD.  It’s very much needed so that we can 
get some closure and go forward. 
 
Alfreda M. Peterson 
 
Again I would like to respond to a couple of comments made.  Mr. Wilkes, I’d like you to 
defer to you the timeline we have for HUD for the submission of the Annual Plan.  Could 
you comment on that for me? 
 
Chairperson Richmond 
 
Mr. Wilkes, would you come forward please? 
 
Robert Wilkes, HUD Board Advisor Technical Assistant 
 
As far as the timeline for the Annual Plan, the Annual Plan is to be advertised at least 45 days 
before the public hearing.  The Annual Plan was actually probably advertised 50-55 days 
before the public hearing and by January 17, 2008 the annual plan needs to be submitted to 
HUD.  Now there are some things that have been mentioned about not seeing the plan, but 
the plan was advertised, the notification was made where we have a responsibility to make it 
available for persons to look at. Since November 19th that part of the timeline has been met.  
The hearing today is to receive comments about what is contained in the Plan and if people 
have not taken the time to review it then what type of comments could they offer.  There is a 
certain amount of responsibility for the housing authority and I believe that it exceeded in 
that.  Some residents showed up and some did not, so the timeline portion has been met.  
There was also the Resident Advisory Board that was established to be part of the plan that 
was made up of resident council presidents and also there were some Section 8 tenants that 
were a part of that.  That was a separate process. We went out to the sites and at that point in 
time they had a chance to offer comment.  There has been plenty of opportunity.  The best 
opportunity, every time we can improve.  There’s been improvement in this plan over the last 
plan.,  the last plan was approved in August, because we were late, and certain steps were 
done and this time there was even more steps. 
 
Alfreda Peterson 
 
I would like to comment on the audience member who talked about repairs that were not 
made properly.  In our travels to different sites, we did notice some things that were not, the 
capital project plans that were not being completed properly and we came back to our 
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Procurement department to ask had these people been paid or was the job finished.  And the 
jobs are not completed at your site and they are to come back out and repair that.  There are 
other sites that we went out to  and they need to come back and make some repairs also.  It’s 
a good point because I questioned that myself.  We’re paying all of this money and these 
contractors are not completing jobs.  In some cases they are actually leaving more damage 
than the property initially had.  So we are finding out about these companies and if they’ve 
been paid, they have to come back and make adjustments. 
 
The Chairperson closes the Public Hearing. 
 
 
 

Annual Plan Public Meetings 
 

November 5, 2007 – December 21, 2007 

 
PRESIDENT’S COUNCIL AND RESIDENT ADVISORY BOARD MEETING 

Monday, November 5, 2007 
 
PRESENT: Valerie Brown, Carolyn Mosby, 650 Jackson Street 
  Robert Comer, Genesis Towers, 578 Broadway 
  Verner Crawford, Al Thomas, 100 W. 11th Avenue 
  Squire Dixon, Glen Park, 3280 Pierce Street 
  Regena Gaines, Concord Village (Resident Commissioner) 

Vanessa Jeffries, Colonial Manor 
   

Alfreda Peterson, Executive Director 
Willie Hollingsworth, Deputy Director 
Robert Wilkes, HUD Board Advisor 

  Janice Stewart, Housing Choice Voucher Program (Section 8) 
 
Mrs. Stewart made a presentation regarding the HCV program.  She touched on the following 
subjects: 

� Self Sufficiency Program 
� Waiting List – Priority Seniors 
� Homeownership Program 

 
The following are comments made by council presidents: 
 
 Valerie Brown, President, Carolyn Mosby High Rise 

� Independent Living, people should be able to take care of themselves.  Some 
cannot and hide from the visiting nurses. 

� Security not present on Saturday and Sunday 
� The need for pull chains in units 
� The need for Security, especially at the first of the month 
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� The alley behind the building was paved 
� Back door of facility repaired at the bottom 
� Caretaker, Nelson King is never there. He missed all of the HUD inspections 
� Managers not checking behind caretaker 

 
Squire J. Dixon, President, Glen Park High Rise 

� Custodian not doing his job 
� Security there during the day. Didn’t show up until 7:00 on Sunday 
� Gate works in the rear of building 
� Front and back doors not working properly 
� Intercom not working 
� Windows being caulked 
� Tenants being intimidated 
� Requested another apartment 

 
Vanessa Jeffries, President, Colonial Manor (884-4818 Community Center) 

� On 10-12-2007 the picture window was broken at the office (may need to 
replace with Plexi-glass) 

� Enlarge the office 
� Telephone not working 
� Managers do not communicate with the resident councils 
� Air conditioner works 
� Sidewalks torn up from the storm (City problem) 

 
Verner Crawford, President, Al Thomas High Rise 

� Intercom not working 
� Security not present for midnight shift 
� Good Caretaker 
� Security lets tenants park motorized scooters in front (Security has favorites) 
� Pull cords not in convenient spots 
� Where is the resident council monies of $15.00 

 
Robert Comer, President, Genesis Towers High Rise 

� Back To God program (discontinued) 
� Needs copy of Audit 
� Security sleeps 
� No financial report from GHA 
� Computers needed. Commissioner Gaines has taken three computers 
� Electrical outlets for computer room needed 
� $690,000 camera to be put in all high rises 
� Ignores senior requests 
� Lease Violations 

o Roaches 
o Unlawful violation occupancy 
o Visitors not signing book 
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o Manager going into mailboxes 
PRESIDENT’S COUNCIL AND RESIDENT ADVISORY BOARD MEETING 

Tuesday, November 13, 2007 

 
 
PRESENT: Squire Dixon, Glen Park High-Rise 
  Robert Comer, Genesis Tower 
  Verner Crawford, Al Thomas High-Rise 
  Regena Gaines, Concord Village (Resident Commissioner) 
  Carol Williams, Miller Heights 
  Denise Stewart, Duneland Village 
  Vanessa Jeffries, Colonial Manor 
   
  Alfreda Peterson, Executive Director 
  Willie Hollingsworth, Deputy Director 
  Robert Wilkes, HUD Board Advisor 
  Janice Stewart, Housing Choice Voucher Program  
 
The following are comments made by council presidents: 
 
 Squire Dixon, Glen Park High-Rise 

• Security  

• Door repairs in progress 

• Keys need to be issued 

• Cameras being installed 

• Pull cords (lines installed) 

• Ms. Short did a good job as manager of Glen Park High-Rise 

• Housing trying to do things 

• Move intercom system to other side of building 
 

Carol Williams, Miller Heights 

• Mold problems in the units 

• Remodeling on outside 

• Requesting new cabinets in kitchen(s) 

• Need computer, desk, chairs, and tables 

• Letter stating on how money can be spent 

• Furnace needs to be cleaned 
 

Robert Comer, Genesis Towers 

• Why are cameras being installed? 

• Requesting minutes for vote on cameras 

• Fireman doing very good job on fire watch 

• Keep fire watch crew here 
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• Security is not doing their jobs 

• Security ran by Officer Hightower *(Security is run by Wardell 
Hampton) 

• Manager not involved with residents 

• Need money from HUD 

• Requesting computers 

• Resident entered another apartment illegally 

• Ms. White shredded GHA papers 
 

Verner Crawford, Al Thomas High-Rise 

• Unit money requested 

• Security must put alarm on back door 

• Parking lot door/gate has no security from 8-4 

• Good caretaker at site 

• Residents afraid to come down 

• Pull cords needed in bedrooms 

• Need tile 

• Rodents in apartments 

• Alarms not loud enough, need batteries 

• Cable wires torn out often 

• Need computers 
 

Denise Stewart, Duneland Village 

• Security needed 

• There are lighting problems 

• Door locks 

• Parking for residents being taken  
 

Vanessa Jeffries, Colonial Manor 

• Break-ins 

• Office picture window 

• Three trees still down  

• (Need) Weed & Seed program 

• Refund for security doors 
              o  Have receipts 
              o  Ms. Gaines provided bars 
              o  Telephone off 

• No backdoor steps  
 

Regena Gaines, Concord Village 

• No Security 
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The following are comments made by residents: 
 
  
 Rosetta Lane Section 8 

• Self-sufficient Program – can you train people (youth) towards 
leading a successful like 

• Requesting trainers to come in and show them how to open a 
business 
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Agency Plan Meeting – Notes and Comments – Carolyn Mosby High Rise  

November 30, 2007  
 
 

Resident Comments:   
 

• We need security – The lights on the north side of the parking lot are out 

• Odell Paul Brown – Apt 719 – Remove carpet it is old and filthy, “I can’t remove 

my shoes the carpet is so filthy, I may have to call the mayor”.    

• My apartment was broken into, I had an intruder, and I don’t feel safe, the Property 

Manager did not do any type of report or anything. (Gordon McIntyre ) 

• The heat is not working properly in my apartment Apt #505. 

• The Maintenance staff is not doing anything in this building, Donna need’s help and 

we don’t have security from the first to the tenth of the month, the fire alarm is 

constantly going off, because people are pulling the alarm.  (Gordon McIntyre) 

• Many people in this building may need to move to an assistant living facility. 

(Gordon McIntyre and Resident Council President Valerie Brown) 

• The elevators don’t work properly most of the time. 

• Lack of Security – No one is there at the security desk – I have told this to the 

Property Manager, I have come in early in the morning and the security person is not 

there. 

• No improvements are scheduled in your plan for 650 Jackson for 2008.  (Resident 

Council Secretary Sheila Mitchell –Apt #217) .We need windows and work on the 

infrastructure, why are we the last ones to get work done?  The Janitorial service 

needs updating, and we really need furnace repairs, the furnaces are old and needs to 

be replaced.  The Council would like to work with GGA to get things done. 

• Have a Professional Plumber inspect the furnace.  Windows were installed wrong, 

you were cheated no insulation in windows.  Wrong faucets, people with arthritis can 

not turn handles. (Otha Allen  Apt # 815 -886-7111) “I am willing to monitor the 

contractors, and view the specs before work is done.  You need to put florescent 

lights in the hallways; folks are stealing the light bulbs.  
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• Heat is not working right; it’s cold on some parts of the building and hot on other 

parts.  My space heater blows out the circuits. 

• 2008 – Nothing planned – The kitchen needs to be repaired and updated in the 

community room.  The electricity is bad in the building.  ( Resident Council 

President Valerie Brown)  The public bathrooms are horrible; one stall works out of 

three. 

• It gets cold on the third floor- clean the ducts.  Radiator heat valves don’t work. 

• I’m 81 and I got nothing to complain about, just pray. 

• What can be done about Pest Control?  We have roaches every where due to poor 

housekeepers, some people can’t keep their apartments clean.  We can’t control 

infestation and fires.  The Lease is not being enforced. (Sheila Mitchell )  People 

who are ill need to move out. 

• Is there lead in this building? 

• We need a new elevator Contractor. 

• Can you do more about Pest Control? 

 

GHA Staff Response: 

� We are working on the leaking problem now.  Fires are caused by 

carelessness, you can’t leave food cooking on the stoves- educate the resident 

regarding housekeeping ( W. Hollingsworth -Deputy Director) 

 

� 3280 Pierce did not receive new window, tuck pointing and roof work is being 

done. (Angela Payne –Accounting) 

 

� 3.1 Million dollars was lost in capital funds, therefore many projects were 

cancelled. (Deputy Director) 

 

� Talk to your Resident Council President, ask, “What can we do as residents”.  

Discuss your issues in your Resident Council Meetings.  Talk about, making 

sure the apartments are clean, take this info to the Property Manager.  These 
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are easy things you may do set them up with your Resident Council and 

Property Manager.  I am willing to come to your meetings, along with certain 

staff if necessary.  “We will focus on the right now”, safe, clean and habitable 

housing.  (Alfreda Peterson, Executive Director) 

 

� No there is no lead in this building.  I have the lead findings report in my 

office. ( Sharon Hutton – Property Manager) 

 

� Housekeeping evictions can be realized if proper documentation is taken 

(Property Manager) 

 

� Security issues are addressed in the Plan.  Increased apartment inspections 

will help identify those apartments with infestation problems and poor 

housekeeping issues.   You must let the exterminators in to exterminate.  

(Auditor- Theresa Lawson) 

 

� We do have money for some stoves and refrigerators.  ( Deputy Director) 

 

Meeting adjourned about 5pm 
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Agency Plan Meeting – Notes and Comments –Horace Mann Apartments 

December 5, 2007 – 3:30 PM 
 

Resident Comments: 
 
 

• I have problems with my neighbors making noise in my building.  I live down stairs 

and I wear braces on my legs and have a hard time getting up, and they are constantly 

buzzing for me to let them in, when they are locked out. (Diane Williams).  I can 

hear them talking and I hear their company, as well as children running.  I have 

spoken with the Property Manager and my daughter has documentation of noise.  I 

was almost robbed in front of my apartment, a man tried to open my car door. 

• I hear noise from my upstairs neighbors, and I pay to much money to stay in my 

apartment and be disturbed.  The Property Manager is doing a good job out here. 

(Linda McGhee) 

•  I like my apartment and the neighborhood, I don’t have any problems, and you 

should report your problems to the Management office. (Mr. Rogers). 

 

GHA Staff Response: 

 

• You must report all complaints to your Property Manager, and do not buzz people in 

when they are constantly buzzing your Apartment.  Your Property Manager and clerk 

will assist you with these and any other concerns or complaints you may have.  

(Executive Director, Alfreda Peterson) 

• A conference was held on Monday with the Property Manager and I regarding these 

complaints.  All residents must follow their Lease and are entitled to due process of 

the judicial system. ( D. Pointer, Program Specialist) 

• Please let me know if you have any case management problems. ( Janice Stewart, 

Section 8) 

 

Meeting adjourned -5pm 
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Agency Plan Meeting –  Notes and Comments – Dorie Miller Apartments 

December 7, 2007  

 

Resident Comments:   

 

• We don’t have an Active Council.  We tried but there was in-fighting, therefore, the 

training was not done.  We were told we needed a handicapped accessible ramp; 

which was not done before we could use the space GHA gave to us, it is small and we 

would like to use this Community Center.  We would have to have two Resident 

Council meetings; one during the day and one in the evening for those residents that 

work.  I have gone to (ISWRO) Indiana State Wide Resident Organization training 

before and I don’t mind sharing what I have learned.  I could also bring in Lorraine 

Simpson (ISWRO) or Jacqueline Turner from INFRONT, I’ll find out if there is a 

cost involved and other preliminaries.  ( Kendra Johnson) 

• Is Dorie Miller, going into asset management?   

• We are concerned about our safety, the street lights are out and it’s dark the tenants 

won’t turn on their porch lights.  The lights are out on 19th Court and Alabama 

• I don’t agree with One Strike Out Policy- you just can’t put them out in the street. ( 

Ms.Starks) 

• People are hanging out on the Parking Lots, it’s worse in the summer. 

• Our brick garbage bins our down, people are just kicking them down. 

• Crime had decreased when Police Officer Michael Miller was here. 

• Mike Miller violated the tenant’s rights. 

• Mike Miller, got respect, he grew up out here, and he kept the peace. 

• The Vacant units are causing problems; people are living in them, during the day and 

night.  Many problems in Dorie Miller are caused by people who don’t live here. (Ms. 

Alexander 1733 E. 20th Court) 

• Our units are not boarded up, they’re breaking in. 

• Why don’t you all enforce the No Trespassing Law?  A young man was stabbed out 

here, there is a Delaney and East side war. 
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• What happened to the car registration and ID requirements?  Many residents are 

afraid to place stickers on their cars; due to gangs. 

• My heat doesn’t work, I smell gas in my house and water is running. Shaquanda 

Davidson-2026 Maine Street. People are drinking, and throwing bottles in the yards, 

the office don’t care and people don’t care. Someone set my garbage can on fire, and 

I was charged, my kid’s can’t go out and play.  

• It’s dark on the basketball courts and they shoot all of the time. 

• I’ve lived in Dorie Miller 54 years. ( Ms. Starks) 

• No police are seen, every once in the while you see the police. 

• When you call the police, they come when everything is over, the cops stick together. 

• The police told us, Mayor Clay is the cause of the problem in Dorie Miller. 

• The police are disrespecting the tenants and the people are scared out here. 

• White cops, are talking bad to people out here. 

• We heard Dorie Miller is going to be torn down. 

• Can the people be screened before they come into our Development?   

• We have poor housekeepers out here. 

 

GHA Staff Response: 

� Check with existing active Resident Councils, find out the steps they took to 

reorganize, also get Jacqueline Turner and  Lorraine Thompson’s information, 

cost, how long etc. It’s important that the residents get involved, Resident 

Councils are truly needed.(E.D. Alfreda Peterson). 

� Mr. Hollingsworth, advise Kenneth Clinton of the defective lights.  (E.D. A. 

Peterson) 

� Calvin Watkins, has repaired some of the lights that are out.  ( D. Director W. 

Hollingsworth) 

� The Police won’t come out here, one of the reasons we have so many 

vacancies, is because of the high evictions.  ( D. Graves, Property Manager) 

� Get the Badge numbers of the cops that are disrespectful and give them to 

your Property Manager ( E.D. A. Peterson) 
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� Dorie Miller is in our Annual Plan for purposed demolition, HUD will set the 

date. (T. Lawson, Auditor) This does not have to happen, if your vacancies 

are filled it could stop demolition. (E.D. A. Peterson) 

� We need plywood to board the vacant units, and the defective stoves must be 

removed so that we can have additional storage ( E.D. A. Peterson) Check 

Ms. Alexander’s unit 1733-35 E. 20th Court –people coming into vacant unit 

connected to her . ( A. Peterson) 

� Do you have suggestions  regarding security here in Dorie Miller?  (T. 

Lawson, Auditor)  Suggestions from residents:  A.  Police need to be here. B. 

Need a task force officer in the center, we have a desk already here. C. Get the 

vacancies down. 

� We have a vacancy reduction plan, we have 100 vacancies out of 268 units, 

we have assigned additional staff to work on this problem.  Our goal is for 

Dorie Miller to be 97% occupied before March 31, 2008. ( W. H. Deputy 

Director) 

� We may be able to make improvements through Capital Funds.  ( S. Smith 

H.Resources) 

� I will share with the residents about asset base management as well as about 

the closing of Dorie Miller, our goal is to have a safe environment to live ( 

D.Graves, Property Manager). 

� The resident council can assist in addressing many issues that the residents are 

now facing; referral agencies may be able to help.  ( D. Pointer, HOPE VI) 
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Agency Plan Meeting – Notes and Comments – Colonial Gardens 
December 12, 2007 - 10:00 AM 

 
Resident Comments:   
 

• There’s a leak in my roof, leaking back in the bedroom in the walk in closet.  ( Mrs. 

Bell) 

• Where are our new doors?  Here comes HUD saying, you can’t have this, you can’t 

have that, I’m afraid out here.  I’m vulnerable, please bring us our doors.  Are we on 

the list for new doors? ( Linda Clark) 

• How about new windows? My house was broken in to. 

• We need paint, they don’t have paint or any supplies, the pipe on the outside of my 

house is broke, it burst under the sink, and the pipe has burst.( Sharmaine Brown) 

• I painted myself, I painted my own house, and they said we could buy these old 

houses. ( Linda Clark) 

• I need a handle for my toilet, I don’t complain unless I have to.  They say they don’t 

have no parts, so I stopped calling. If I leave the maintenance person in my house, 

they don’t bother anything, they’re good, they just don’t have material.  (Sharmaine 

Brown- 1057 E. 36th Avenue) 

• I take care of my house, I shovel my own snow.  ( Linda Clark) 

• My house was broken into and nobody did anything.  (Sharmaine Brown) 

• People were killed next door to me, and I ‘m scared to talk to the neighbors out here 

about their bad children.  ( Johnnie Abbot) 

• I have records when I call the Police.  ( Sharmaine Brown) 

• Does GHA have a relationship with the Gary Police? People from Chicago came over 

here and are tearing up Gary with their drugs, GHA needs to screen better. ( Linda 

Clark) 

• Leave the houses boarded up.  I have big tree branches in my back yard; they have 

not been picked up.  ( Sharmaine Brown) 

• I live at 3389 Kentucky and there’s a big tree still in my yard.  ( Mrs. Bell) 
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• I am scarred to stay and scarred to move.  We don’t see any police out here. ( 

Johnnie Abbot) 

• I need some new floor tile.  ( Mrs. Bell) 

• Ask someone to help you; like your neighbors, when you have a house take on some 

responsibility.  Before you sale the houses, make sure you put in new sinks. ( Linda 

Clark) 

• HUD inspections are invading the tenant’s rights.  My exhaust fan over my stove is 

filthy, and it doesn’t work and my closet doors down.  ( Johnnie Abbot) 

• My door has been off track for fifteen years, and I aint never got nothing new.  ( Mrs. 

Bell) 

• Why do we have to track the work order tickets we call in?  ( Linda Clark) 

• It’s a shame we have to live this way, nothing is getting done, it’s insane.  ( Linda 

Clark) 

• The Property Manager says, “We’ll get to it”.  (Sharmaine Brown ) 

• I call the emergency number and they don’t come out, they say it’s not an 

emergency.( Johnnie Abbot) 

• How can you go on to asset management, when you don’t have no money, our 

Property Manager doesn’t have a clerk.  ( Linda Clark) 

• When did they stop giving us copies of the work ticket? And what do we have to do 

to have our Resident Council books audited?    ( Vanessa Jefferies) 

• I use to wonder why the inspectors only inspected my house, then I figured it out, we 

are the only one’s left. ( Linda Clark) 

• I aint taking my bars down.  ( Mrs. Bell) 

• Don’t take your bars down, they can’t get rid of us, Can we buy our houses? When 

GHA gets their stuff right, we’ll get our stuff right. ( Linda Clark) 

 

GHA Staff Response: 

 

 Please take a look at the Plan.  (Executive  Director, Alfreda  Peterson) 
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 On January 10, 2008 a Public Hearing will be held at 578 Broadway.  This will be 

an opportunity for you to discuss your issues and concerns, you can see the 

proposed things GHA may do, and the Plan has a comment section as well.  ( 

Sherita Smith, Human Resources) 

 Have you called your work ticket into the warehouse? Was the part ordered? We 

have plenty of paint at the warehouse, but they’re five gallon buckets we need one 

gallon.  If the maintenance says they don’t have your parts nor needed supplies, 

they can order them.  Don’t forget about it and not call the ticket back in.  Talk to 

your Property Manager; let her know what’s going on. Go to the City Council 

Meetings; let them know you need Security out here. (Alfreda Peterson –E.D.) 

 Regarding screening people.  Our screening has not changed; once they’re in 

they’re in, unless they violate their Lease.  Criminal back ground checks are run 

during the screening process.  They’re not coming in as criminals.  (Alfreda 

Peterson –E.D.) 

 Regarding tree left in yard from storm:  We need to contact the City to cut it up 

and we can move it.  (Alfreda Peterson – E.D.) 

 In regards to the Annual Plan, some things we couldn’t do, therefore we may need 

to make changes or adjustments.  We can make revisions.  ( Theresa Lawson –

Auditor) 

 Ms. Bell did you call in a ticket for your fallen doors?  (Alfreda Peterson – E.D.) 

 When does the warehouse generate the ticket?  ( Angela Payne – Finance 

Director) 

 The ticket is generated when the resident calls it in to the warehouse, the ticket is 

then sent to my printer from the ware house.  ( Property Manager, Janis 

Stephens) 

 Do you every call you’re Property Manager? Call all of your repair problems in 

today to your Property Manager, here is my phone number and cell call me as 

well ( Alfreda Peterson- E.D) 

 We are going into asset management effective April 1, 2008; therefore call your 

Property Manager.  Yes we are behind but the property managers are in place and 
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the maintenance staff is in place.  The issue is money; your Property Manager will 

have more money when her units are occupied.  We are having a meeting the 

maintenance staff on December 14, 2007 at 3:30 PM. On Monday, December 17, 

2007, your Property Manager will have additional maintenance staff.  We will 

have a specialty crew for vacant unit repairs.  They are working in the High Rise 

developments first.  We do have some capital fund dollars as well; we have a total 

of four hundred vacancies.  We may have to contract out.   ( Sherita Smith-

Human Resources)  

 You should receive a copy of your work order ticket, ask for it, and if you don’t 

get it call me. ( Alfreda Peterson – E.D.) 

 Regarding the audit of your Resident Council books:  We have money to pay for 

the audit, we will get it done.  ( Angela Payne – Finance) 

 Regarding inspections:  We have the U.S. Inspectors out who inspect all of the 

units, and then the REAC HUD inspector does random inspections.  Work tickets 

should be generated from these inspections.  ( Theresa Lawson- Auditor) 

 Some of the information in the Five Year Plan is Security, Capital Funds, 

Admissions, ACOP.  The book is in your manager’s office.  There will be a 

Public Meeting on January 10/08 at 6PM.  (Theresa Lawson – Auditor) 
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                    Agency Plan Meeting – Notes and Comments – Duneland Village 
                                                December 12, 2007 - 3:30 p.m.           
 

Resident Comments:   

 

• So far so good! 

• Pretty much satisfied. 

• There’s ice out here, I’ll buy my own salt. 

• Can maintenance, put salt out? 

• No complaints, maintenance is good, it seems like cops are patrolling more, and it’s 

good to see something is done, once we address it.  The staff here is fine, and 

Duneland is beautiful, and the police come when we call, everything is good. ( 

Denise Stewart) 

• Can we have something out here for our kids? 

• I have six children, and I’m told they have to get off the playground when it gets 

dark, even if I’m with them, and they’re no lights on the base ball field. 

• We do have security issues, after hours, once the office is closed. 

• The light from the office helps brighten things up out here, after dark. 

• We know about inspections, your staff (Ms. Pointer) had a meeting with us and 

explained everything... 

• Gwen is doing a good job out here too. 

• What about the parking spaces? 

GHA Staff Response: 

� Please review the Agency Plan; it contains information regarding Screening, 

Admissions, our ACOP and Policies, which you are governed by in 

conjunction with Duneland’s Lease.  The Plan will be on site until Jan 10, 

2008.   ( Theresa Lawson – Auditor) 

� We have one Maintenance person and one grounds person. We must turn our 

vacant units over within 21 days. (Linda Savage – Property Manager). 
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� Re something for your kids – You all will be able to formulate a Resident 

Council, and you’ll be able to orchestrate activities for your children.  Ms. 

Pointer will give you information regarding starting a Resident Council. 

(Theresa Lawson – Auditor) 

� Re Security issues after dark, we are going to get the Police Chief involved.  

You all can come out to the Board Meetings the second Thursday of each 

month at 578 Broadway, on January 10, 2008 their will be a session for Public 

Comments regarding the Plan.  (Alfreda Peterson – E.D.) 

� Do you assign numbers to your residents for parking?  (A. Peterson – E.D.) 

� No, I don’t assign numbers, however I could, I set the policy for that, right 

now parking permits are issued to the heads of house-holds and they park in 

the front and  their visitors must park in the back. We use Bennies towing.  ( 

Linda Savage – Property Manager)  
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Agency Plan Meeting – Notes and Comments – Delaney Development 
December 14, 2007 - 10:00 AM 

 

Resident Comments:   

o Is Delaney shutting down?  Will they do what they did in Duneland?  Will people 

from Ivanhoe get first crack? 

o What about vacant units?  You need to call dome of those laid off people back so that 

can fix these empty apartments.  The empty houses are being occupied by vagrants. It 

don’t make sense, some of these places have been vacant for over four years.  The 

playgrounds are full of weeds and glass, the kids can’t play. 

o Who determines who moves in these apartments?  My daughter wants to move into 

Delaney.   

o The heat is on in these apartments, with no one in them. 

o Why are there some many people here from Illinois, it seems like they move in here 

first. 

o Can I have a push broom to clean up the play ground? 

o It’s dark by the CISCO office; can we get those lights fixed?  They go off and on; it’s 

a lot of traffic over there, people park in our yards, whose job is it to stop it? 

o I’m sixty nine years old, I’ve lived here since I was three, and it has really declined, 

people shoot out here all of the time. 

o What about the Resident Councils?  We tried for a whole year, and we still don’t have 

one. (Ms. Fletcther) 

o Gurtha, can we have a mandatory clean up? 

o It’s dark on Polk Street, they shoot all of the time, some lights may be shot out, and 

they’re drugs and guns out here. 

o Drug dealers don’t care; they deal drugs in the light and in the dark. 

o I wish more tenants would attend these meetings. 

 

GHA Staff Response: 

 The comment section of the Plan is for the residents.  Revisions can be made; 

therefore your comments are important.  Maintenance, Admissions, Housing 
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Management, Security, Section 8, and the One Strike Policy are included.  We 

value your comments and views.  We can’t guarantee that all of your 

comments will be implemented, but we will take them into consideration.  

(Theresa Lawson –Auditor) 

 Re:  Will Delaney be shut down; it will or will not be, it has not been decided, 

there are options, Delaney has two developments, 11-1 and 11-4, it has not 

been decided. (Angela Payne, Finance Director) 

 Fencing was installed in Ivanhoe.  (Sherita Smith, Human Resources)  I will 

be meeting with Maintenance today, vacancies, and the formulation of 

maintenance teams will be discussed during this meeting.  Maintenance will 

start repairing the vacant units in the High Rises first.  Now that we will be 

going into asset base management the property managers will be better able to 

direct the activities of their staff, in the distribution of work order tickets.  The 

Capital Fund dollars may be able to assist us with other improvements.  HUD 

has determined the amount of maintenance staff each site may have. 

 Read your daughter’s application – I don’t have it; I do have a three bedroom 

unit ready on Fillmore Street. ( Gurtha Thornton, Property Manager) 

 Once the vacancies are down, we can hire more staff. ( A. Payne, Finance) 

 We have vacancy crews going out within 30 days completion period, they’ve 

worked at 100 W. 11th Ave, 578 Broadway, Delaney or Dorie Miller will be 

next. ( E.D. Alfreda Peterson)  Can we get the tenant a broom to clean the 

play ground?  We’re getting lax in enforcing the Lease…we must get back to 

enforcing the Lease.  Delaney looks a lot different from when I lived here. 

 We do have preferences for housing listed in our ACOP. (A. Peterson, E. D.) 

 Those preferences are: (1) resident of Gary/work, (2) Working families, (3) in 

school, (4) Vet. (Sherita Smith, Human Resources) 

 Re Resident Councils: - Put out flyers, we want you to elect officers, we will 

get back with you on that, I’ll check with our HUD Advisor.  (A. Peterson, 

ED) 
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 We have checks from the Resident Councils Pepsi machines; once you are 

organized properly you will receive the money owed to you.  Many of the 

checks are void due to their expiration dates. (A. Payne- Finance Director) 

 Re Mandatory Clean up:  The tenants are responsible for keeping their yards 

clean. (Gurtha Thornton - Manager) 

 Once everything is in place your Property Manager will get things in order.  

(Theresa Lawson- Auditor)  The Five Year Plan is in the Manager’s Office 

for review, there is a form in the Plan for comments. 
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Agency Plan Meeting – Notes and Comments – Glen Park High Rise-3280 Pierce Street 
December 14, 2007 - 3:30 PM 

 
 

Resident Comments:   

 

• When will you all open up City Wide? Again, we use to have City Wide.  What do 

we need to get it started again? Will we participate with ISROW again? Will GHA 

provide a van to transport our residents to and from events? (Rosa Adams) 

• When we have home repairs from the inspections the work isn’t done afterwards.  

The heat isn’t working right and the handle on my toilet is broke. (Squire Dixon) 

• When it’s a hard rain, it comes in through my windows, my apartment is always cold. 

(Apt 209) 

• I have no heat at all, it’s like ice. (Apt 218) 

• I can only get two (2) channels on my TV; it’s been like that for over five years.  (Apt 

602) 

• Why do I have to pay the fifteen dollar ($15.00) late fee?  My check comes in the 

middle of the month, which makes me late very month.  They use to allow me to pay 

it this, way, then they changed. 

• What are the reference numbers for on my rent statement?  

• Why are the rent statements late?  Can we pay at the bank and at this office? 

• Doors are broken in the stairwells, they slam, they need to be fixed; floors 3, 4, and 7. 

• My closet doors keep falling down.  I’ll turn in another work order ticket. 

• Maintenance should clean the elevators, they are filthy. 

• The tenants are stealing the light bulbs in the hallways, and they are stealing toilet 

paper. 

• What’s happening with our key bobs? 

• We have problems with security, they are not here, and we can’t get in sometimes, 

until after 6 AM.  The gates, closed and we can’t get in.  Sometimes the security 

people are in their cars.  The paramedics can’t get in when the security isn’t here. 

• We need an intercom system, so people can buzz their visitors in.  (Squire Dixon) 
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• Thank you for lights, and your assistance. 

• What is the time limit for visitors? 

• My sink was clogged, how can the maintenance tell if it was your or someone else’s?  

What are the rules, how can they tell my hair clogged up the drain? 

• We thank GHA for giving us complimentary tickets to events. (Rose Adams) 

• I think you’re going to be a good Executive Director; thus far you’re doing what you 

said you would do. 

• The contractors are leaving the doors open, while they work. 

• The Community room is cold. 

• Is there a warranty on the tuck pointing? 

 

GHA Staff Response: 

o Yes, you will be able to start City Wide again, once the other Developments 

have active councils.  Our HUD Board Advisor is working on the Resident 

Council reorganization now; we will get back with you, once every thing is 

completed.  (D. Pointer, HOPE VI) 

o We will submit a plan to correct this water problem; we will also talk to the 

contractors.  We will have to get quotes.  We will have some one take a look 

at Apartment 602, to find out why she can’t get better TV reception.  The rent 

statements will not be late anymore; I’ve spoken to my staff about this.  Can’t 

the contractors, put a door stopper in the door so it won’t be open so wide. 

Yes. There is a warrant on the tuck pointing.   (Exec. Director, Alfreda 

Peterson) 

o Re the doors, slamming in the stairwells, your maintenance staff is aware of 

this, I spoke to them in a meeting, prior to this one.  (E.D. Alfreda Peterson) 

o The reference numbers are computer generated, and they are for reference 

purposes. (A. Payne, Finance Director) Training will start on the key bobs 

shortly, I spoke with Ms. Pierce, I will notify your Property Manager. (A. 

Payne) we want you all to have the best security, so please notify your 
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Property Manager when security is not there, their hours are 8-4, 4-12, and 12 

to 8. 

o You can pay your rent payments now at three banks, Miller, downtown, and 

Tolleston Branch. ( A. Payne) 

o Regarding late payment of fifteen dollars.  You should adjust you priorities, 

and make sure you have your rent for the first of the month.  You should also 

talk to your Property Manager.   (E.D. Alfreda Peterson)  The easy things we 

can do we will do. 

o U.S. Inspections come out and do all of the unit, and REAC comes outs and 

they do random samples, work tickets are made for emergency health and 

safety issues, and I must tell you, there were no work tickets made from 

inspections, during the last year.(Theresa Lawson, Auditor) 

o Re:  Visitors, look at the ACOP, and talk to your manager. (E.D. Alfreda 

Peterson)  If you plan to attend an event and need the assistance of our van 

and driver, you must give us advance notice. 
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Agency Plan Meeting – Notes and Comments – Genesis Towers - 578 Broadway 

December 19, 2007 – 10:00 AM 
 
 

Resident Comments:  

 

 This Plan has been placed in front of us at the last minute; you’re trying to keep 

information from us.  (Robert Comer) 

 We want to hear what you (GHA) has to say, we don’t want one person speaking for 

us. ( Keeby Ray) 

 Too many people are pulling the fire alarms falsely- fire is not going to kill us, the 

smoke will. 

 I live on the seventh floor and it is dirty and is a mess. 

 On the eleventh floor there is no door- this is a fire hazard I spoke with the Fire 

Marshal, there is water in the basement.  I’m fighting for you and I walk through this 

building everyday, you all need come to the meetings.  ( Robert Comer) 

 Who is on the Advisory Board?  ( Keeby Ray) 

 How do we know what will go in the plan?  Will we see it before it goes out? 

 We don’t have no tenant council president. 

 We have met with Wilkes, Gaines, no one did anything.  ( Robert Comer) 

 We want our by-laws back. 

 There are people here who are a competing council.  ( Robert Comer) 

 We need Security the first two weeks of the month in the parking lot. 

 The people know nothing, they don’t know what’s happening here, there is no real 

resident protection, the elevators are faulty, and they are too small you can get 

claustrophobic and have a heart attack.  We have no City Wide Council to represent 

us.   There are people living in this building who are not on the Lease.  You must do 

something by the book, the Managers are doing nothing.  ( Rev. Winter) 

 We’re having problems with the tenant council president’s private office, no one has 

the key that needs to be corrected, and we can’t do anything about it.  ( Keeby Ray) 
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 The Manager said I can’t do anything about it, somebody must do something about 

it, and I’ll go to Washington D.C. myself.  ( Rev. Winters) 

 The floors need to be cleaned; the exercise equipment should be moved back to the 

exercise room. 

 The roaches are bad in this building. 

 Some of the resident’s apartments are dirty. 

 Can the firemen stay, we need them. 

 The Tenant in room 1011 – the roof fell in four times, they repaired it; what are you 

going to do? 

 There is bad television reception; I can only get certain channels. 

 Mr. Bland, put benches out there for us in the summer, and they are in need of repair. 

( Rev. Winters) 

 All of those people who were elected in our council are gone; with the exception of 

the President he took upon himself to select the people. 

 I’m doing more than HUD – the Executive Director should quit, I’m taping you right 

now, I wrote you a letter advising you to quit, Ms. Peterson.  ( Robert Comer) 

 Can tenants in this building stop people and ask them where they’re going?  Mr. 

Comer is not qualified to run for office.  Mrs. Brooks said Mr. Comer was not in 

good standing. 

 Mr. Comer would not let me run as secretary. ( Keebie Ray) 

 Who is supposed to clean the floors in this building? 

 There is ice in the resident parking lot. 

 How does the Grievance Policy work, we want someone to hear us.  ( Keebie Ray) 

 Where is the Agency Plan Book going to be?  ( Keebie Ray) 

 No one knows anything about the Plan, I brought back stuff, and people don’t want 

to read, and only one person has the financial records and key to the resident council 

room. 

 (Rev. Winters) 

 There are too many locked door in Genesis Towers.  ( Keebie Ray) 



________________________________________________________________________________________ 
Housing Authority of the City of Gary, Indiana 2008 Annual Plan Public Comments                    Page 36 of 43 

 There are two doors that should not be locked, right here in this dining room, the 

fireman has commented on this before, but you all keep locking them. 

 When you all have Board Meetings on the second floor could you please fix the 

elevator so that it would stop on the second floor, so that we won’t have to walk all 

the way around to the meeting? (Keebie Ray) 

 The ATM Machine does not work. 

 

GHA Staff Response: 

 We are here to solicit comments regarding the Five Year Plan, some of the repairs 

listed in our Plan for Genesis Towers include carpet replacement and roofing.  We 

need to hear your comments today regarding things that may concern you such as 

Security; things that may be needed for your safety.  The ACOP and other Policy’s 

are in the plan, now is the time for you to voice your concerns.  (Theresa Lawson, 

Auditor) 

 Mr. Comer you are welcome to speak.  ( Alfreda Peterson, Executive Director) 

 Regarding the fire watch the system is being tested, two pumps were installed and the 

electrical panel repaired. 

 The Advisory Board is made up from the Resident Council Presidents.  The Plan is 

presented to everybody in the community, not just residents.  There will be a public 

hearing on January 10, 2008, prior to the Board Meeting.  You can make additional 

suggestions at this meeting. ( Robert Wilkes, HUD Board Advisor) 

 Genesis Towers does have a Resident Council.  You should allow for a recall, you 

have By-Laws that dictate the process for officials to be removed from office.   You 

must follow your By-Laws and re-elect your officials.  There is no competing 

council, conflicting with your council.  ( R. Wilkes) 

 We are going to purge our Police Security List; we have five new police officers who 

want to work. You have a new Property Manager who has years of experience, she is 

going to make a difference in this building she’ll be able to take it even further.  You 

as a group must come together and get what ever needs to be corrected, corrected. (A. 

Peterson, Executive Director) 
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 GHA can only go as far as the Resident Council – work through your By-laws.  

We’re getting into personalities now; what are your needs?  ( R. Wilkes, HUD) 

 The residents will not let the exterminators in; we will have to come in to your units 

with pass keys to exterminate.  We do have monthly scheduled exterminations.  ( A. 

Peterson, Exec Director) 

 You’ll receive notices before I come into your units to inspect.  ( Diane Moore, 

Property Manager) 

 Regarding firemen:  No they will not be able to stay, we can’t absorb the cost, and 

Security is here to make you feel safe. ( A. Peterson, Exec Director) 

 Regarding roof that fell in-apt 1011- We might have to move you, talk to your 

Property Manager. ( A. Peterson, Exec Director) 

 Please look at your By-Laws.  If everyone’s ok with what’s going on, nothing is 

going to happen until you have an elected council which is Board recognized. If the 

people removed from your council, were removed according to your By-Laws, its ok.  

If there is a recall, you will need 60% of the resident’s signatures.  That has to be 

done, the steps must be followed, HUD wants you to first exercise this procedure. 

 In answer to who’s responsible to clean the floors, it’s the custodian.  (A. Peterson, 

Exec. Director) 

 If you drop something on the floor, it’s your responsibility to pick it up.  ( Diane 

Moore, Property Manager) 

 The Property Manager will order the salt.  (A. Peterson, Exec. Director) 

 We do not have a grievance procedure for the resident council. The 2007-08 Budget 

Approved; the 2009 budget will go before the Board.   ( R. Wilkes, HUD) 

 The executive office is upstairs, you may come up and see me at any time, you can 

also call me, my number is 881-6422 or 6423.  (A. Peterson, Exec. Director) 
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Agency Plan Meeting – Notes and Comments – Miller Heights 
December 19, 2007 - 3:30 PM 

 
 

Resident Comments:   

 

 We watch the Contractors and they did not install doors properly. 

 Contractors did not install gutters and soffits properly; ice forms and could cause 

injury. 

 Some of the roofs are leaking, that the contractors were suppose to have repaired. 

 The tenant council was promised computers for our children and computer desk. 

 We need tables and chairs for our Tenant council office; our office is located at 6929 

E. 5th Ave. (Ms. Shanks) 

 We also need phone jacks and lights in the living room as well a bulletin board. ( Ms. 

Shanks) 

 We need playground equipment for the children out here, and we must place it where 

the ground is not seeking. 

 The grounds are sinking out here, and we have water problems. 

 6905 E. 5th Place water stands in front of the house.   

 We have streets where lights are out. 

 We were able to get the bad element out of our Development ourselves-we 

formulated a neighbor hood watch. 

 There are gaps at the bottom of the storm door. 

 There are people dumping out here. 

 We need the big truck, out here. 

 Some of these houses need exterminating. (Carol Williams) 

 

GHA Staff Response: 

 Let us know some of the things you would like to see in your community.(A. 

Peterson-Exec Dir) 

 Do you have keys to all of your new doors?  ( Theresa Lawson – Auditor) 
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 Yes, we have Best Locks, we have fifty five units and fifty two doors were installed.  

Three residents didn’t get doors.  The final walk through for the doors was November 

6, 2007.  Ardena Louden didn’t get a door, even though one was ordered for her, she 

has her own door.  (Diane Graves, Property Manager) 

 Call the Mayor’s office and let them know, about the street lights that are out.  (A. 

Peterson-Exec Director) 

 We have some games that we can give to your tenant council center. (A. Peterson –

Exec. Director) 

 We need some speed bumps out here, and signs that will advise people to slow up for 

the children (Diane Graves, Property Manager) 

 The Annual Plan includes the Pet Policy, Community Services, the ACOP and other 

valuable information, the Public Hearing will be heard on January 10, 2008, for 

additional comments, Thank you for filling out your survey sheets. (T. Lawson- 

Auditor). 
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Agency Plan Meeting-Notes and Comments-Concord Village 
December 21, 2007 

 
Resident Comments: 
 

• How can you tell if mold is in you House? Resident has seen it on trees. 

• Residents would like to see more lighting. 

• Maintenance was supposed to put a bathroom door in 5045 W. 19th Place. Resident 

has not heard any updates in 2 to 3weeks. Unit bedroom size is too small. Family size 

increased so there is a need for a four bedroom. There are loose sockets in the house. 

Tub upstairs overflows downstairs into light fixtures. There loose base boards.   

• 5090 W. 19th Place has one socket not operating correctly. Need 3 to 4 bedroom unit 

due to family size increase. 

• Someone in a 5 bedroom unit needs a 2 bedroom unit. 

• 5025 W. 19th Place has loose base boards in the bathroom. Threshold makes resident 

trip. 

• Doors have a gap at the bottom throughout the development. 
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Agency Plan Meeting- Notes and Comments-Al Thomas High Rise - 100 West 11th Ave 
December 21, 2007 

 
Resident Comments: 
 
 

• Ms. Wheeler needs new stove and refrigerator. 

• Rug in apt. #104 is worn. 

• Velma said that a property manager entered her apartment and said it was nasty 

without having reason to enter the apartment. She said it was not nasty. 

• Apt. 702 needs oil in lock or a new lock. 

• Apt. 302 wants her window loosened up. 

• Job classifications need to be understood, residents need to clean their units, 

apartment building is not a club, the employees are not the resident bosses, and 

residents need police security. 

• Ms. Henderson had complaints about security. Stated that was missing when a guest 

visited her, officer greeted guest from a couch, an officer working this past Sunday 4-

12 left shift early and a man with no shirt and shorts was walking around in the 

building. 

• Resident does not like idea of security making them come down stairs after 10:00pm 

to get guest. 

• Security does not answer the phone. 

• Security was laying in the lounge with his lady friend on December 16, 2007 4-12 

while resident’s car was stole. 

• Residents would like bob wire at the top of fences 

• Security camera has not worked in two years. 

• Is handicap parking for handicap? Not being enforced. 

• Apt. 223 needs stove 

• Apt. 601 needs a stove 

• Building needs alarms on exit doors. 

• Garbage shoots are bad 
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• Agency needs to do a better job at screening tenants and employees 

• When the emergency service is called, the answering service says to call the caretaker 

of the building 

• Residents want pool room opened 

• Family members of some residents are coming in the building and causing problems. 

• Development needs measurement for bob wire on the fence. 

• All employees at the building take lunch at the same time. 

• The gate should be locked at all times. 

• When a big snow comes, please move cars so the snow can be moved and make 

manager make the announcement  

• There should be a list of all handicap persons in the building and their location in the 

property manager’s office 

• Need light bulbs in exits 

• Fire extinguishers need to be filled. Task never finished. 

• Hot water tank need to be prepared. 

• Lumber and plywood was requested from 578 Broadway. Maintenance needs it. 
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