Department of Developmental Services
Community-Based Housing Subsidy Program
Application Process

Applicant Approval — Funding and qualification approval are required before an individual can be
eligible for a Community-Based Housing Subsidy Program rent subsidy. The Assistant Regional Director
(ARD) or designee will review department funding priorities to determine if new recipients can be added
to the rent subsidy rolls.

Before approval can be granted, the following criteria must be met:

e The Community-Based Housing Subsidy Program has the funding to add new individuals.

e The individual has residential services with a private agency or IFS.

e The private agency, case manager' or support staff will submit the individual’s monthly gross
wages, entitlements amount, and actual or projected rental amount to the Regional
Community-Based Housing Subsidy Liaison.

e The Regional Community-Based Housing Subsidy Liaison must determine the individual is
financially eligible.

HUD Fair Market Rental Cap — Proposed rent subsidy locations rental amounts need to be within the
HUD Fair Market Guidelines in the town where a unit is located.

e HUD CAP rental rates can be found on the HUD website. (FY 2025 Fair Market Rents
Documentation System — Select Geography).

e If rental rate is not within HUD Cap for the area identified, the rental rate must have the DDS
Private Assistant Regional Director’s review and approval before any lease is signed.

o The application packet needs 2+ comparable rents in the same town with the same number of
bedrooms as the proposed location.

e A letter or email that identifies the rationale for the exception needs to be submitted to the DDS
Community-Based Housing Subsidy Liaison for processing and approval.

e The Community-Based Housing Subsidy Program advises individuals, their families, their legal
representatives if any, agencies, and support staff that no financial commitment with the
landlord be made before approval is granted in writing.

Related Party Transaction — If the landlord of the proposed residence is the agency providing residential
services or a family member, it is considered a Related Party Transaction.

e A Related party transaction is defined as a transaction with persons or organizations related
through marriage, ability to control, ownership, family, or business association.

e Before a rent subsidy can be approved for the location, the living arrangement needs approval
from the DDS Ethics Committee.

o The related party owner of the home will need to send a packet of information to the DDS Ethics
Committee to request approval.

e A guideline document called “Related Party Ownership of Homes Guidelines” lists the required
information to be submitted and is available upon request.

Tenants/bedrooms — Individuals seeking rent subsidy cannot rent locations with more bedrooms than
the number of people renting the home.
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e An additional bedroom can be for someone who is not eligible for rent subsidy. The rent
subsidy will only cover the eligible individual’s share of the rent.

e [f there is a need for an additional bedroom not used by a roommate sharing the rent (such as
for a child, a programmatic need or for a support agency office), a rationale for exception will be
required with approval by Private Assistant Regional Director.

e [f the support agency is using a bedroom for office space, the agency will be required to pay a
share of the rent for the extra bedroom.

Application — A Community-Based Housing Subsidy Program application is required when an individual
moves to a new location. This includes individuals seeking rent subsidy for the first time and when a
current rent subsidy recipient moves to a new location.

The application packet consists of the following:

e Community-Based Housing Subsidy Program application- signed by individual or designee
(attachment A).

e Community-Based Housing Subsidy Program Income Report/Support Provider (attachment B).

e Certificate of Participation- signed by applicant or designee (attachment C).

e A Community-Based Housing Subsidy Program Rent Subsidy Inspection Form- signed by person
completing the form (attachment E).

e Copy of lease- signed by individual or designee and landlord.

e Proof of renter’s insurance- copy submitted.

e Proof of income such as a Social Security letter, paystubs and bank statement.

e If a Related Party Transaction, approval letter from DDS Ethic Committee.

e Ifrequired, a rationale for the exceptions relating to rentals over the HUD Fair Market Rent and
the use of an additional bedroom not used by a roommate sharing the rent.

Community-Based Housing Subsidy Program application — the application needs to be signed by the
individual, guardian, or designee.

e The individual signs both Attachment A and Attachment C.
e If the individual is not their own guardian or has a conservator, the application needs to be
signed by the guardian or conservator on their behalf.

A Community-Based Housing Subsidy Program Rent Subsidy Inspection Form — To be eligible for rent
subsidy, the location needs to meet the fire and safety requirements of the program.

e Community-Based Housing Subsidy applicants shall complete, sign, and submit a Community-
Based Housing Subsidy Program Inspection Form prior to being approved for such subsidy
(attachment E).

e The inspection can be completed by the agency and signed by the agency’s Executive Director or
designee.

e There is a training video on the program’s inspection process on the DDS website.
(https://portal.ct.gov/dds/emergencysafetymanagement/fire-safety-and-emergency-
guidelines/dds-fire-safety-and-emergency-guidelines).

e The Community-Based Housing Subsidy Liaison will complete inspections if the agency does not
have a trained person in-house.
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***¥*IMPORTANT*** The Community-Based Housing Subsidy Program advises agencies and support staff
to not make a financial commitment with the landlord before an inspection takes place and a
determination that the location meets the program’s fire and safety requirements has been made.

e DDS does not have the authority to compel a landlord to meet the program’s requirement.
e Alandlord is within their rights to choose not to comply with the program’s requirements.
e If alocation does not meet the requirements, a subsidy cannot be issued.

Copy of lease — the names of the individuals need to be recorded on the lease.

o If the individual does not have the “capacity” or is not their own legal guardian, the guardian or
a designee needs to sign.

e The agency can be listed as the guarantor of the lease.

e By law, State employees cannot sign leases for an individual.

e DDS does not recommend agency support staff sign a lease for an individual.

Renter’s insurance — Individuals are required to have a renter’s insurance policy for their home with a
minimum coverage of $100,000. The rent subsidy program will reimburse up to $150 a year, paid at a

maximum of $12.50 a month included in the monthly subsidy issued.

Signatures — After the application packet is completed, the application needs to be reviewed, approved,
and signed by the Assistant Regional Director and the Regional Director or by their designees.
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