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Policy Statement 

The Department of Developmental Services (DDS) may, in compliance with governing statutes and 
within available appropriations, provide funds to individuals with intellectual disability who have 
residential services from the department. The funds contribute to housing costs for those individuals 
that rent or lease their own apartment, condominium, or home in the community.  
  
DDS’ Community-Based Housing Subsidy Program is a comprehensive program for individuals with 
intellectual disability whose current services or income do not meeting their housing costs.  Such 
program is in compliance with applicable Statues and Regulations of Connecticut State Agencies.  The 
program is managed and administered by a Regional Community-Based Housing Liaison located in 
each DDS Region with support from the DDS Central Office Housing Unit.  
  
Individuals who are applying to receive funding through this program shall be approved and meet the 
eligibility criteria referenced in this procedure prior to receiving funding.  
 
A. Purpose 

This procedure establishes a process by which individuals may participate in the department’s 
Community-Based Housing Subsidy Program, formerly known as the “rent subsidy program”, 
 which assists individuals receiving residential funding and services from DDS meet their 
housing costs attributable to the rental or lease of a community-based residence. 

 
B. Applicability 

This procedure is applicable to Department of Developmental Services (DDS) employees, DDS 
Qualified Providers, individuals, their families, and their legal representatives, if any.  Any 
individual who receives residential services provided by DDS through Continuous Residential 
Services or In Home supports and does not have sufficient income from wages and benefits or 
other assets to pay for his or her total housing costs may be eligible to receive a community-
based housing subsidy. Individuals who have assets that exceed Department of Social Services 
(DSS) asset limits are not eligible to receive community-based housing subsidies until a spend 
down of the assets has been achieved. The provision of any housing subsidy to any individual 
shall be based on the availability of housing subsidy funding in the current fiscal year and the 
ongoing funding commitments of the Community-Based Housing Subsidy Program.  

 
C. Definition 

“Applicant” means an individual authorized by DDS to receive residential services funded or 
partially funded by DDS. 
 
“Community-Based Housing Subsidy Program” means the DDS program that provides funding 
to offset housing costs associated with community-based housing to eligible individuals who do 
not have sufficient income from wages and benefits or other funds to pay for their total housing 
costs.  
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“DDS Ethics Committee” means the committee comprised of DDS employees responsible for 
reviewing, approving or denying matters subject to ethics review as outlined in governing 
procedure by applying Connecticut General Statutes, Office of State Ethics formal and informal 
opinions and DDS procedures. 
 
“Housing costs” means those costs normally attributable to the acquisition, retention, use and 
occupancy of a community-based residence including, but not limited to: (1) rental or lease 
payments or other periodic payments for use and occupancy of a residence; (2) security 
deposits; (3) utilities; (4) insurance; and (5) costs related to “routine” maintenance and repair.  
 
“Individual” means a person who has been determined to be eligible for or is currently 
receiving funding or services from the Department of Developmental Services. 
 
“Qualified Provider” means a person, firm or corporation that has been qualified to provide 
services funded through DDS and has met the standards established in the DDS Home and 
Community Based Services Waiver (HCBS).   
 
“Recipient” or “housing subsidy recipient” has the same meaning as “program participant” in 
section 17a-218-1 of the Regulations of Connecticut State Agencies, which includes an 
individual who has been approved by the Community-Based Housing Subsidy Program to 
receive a DDS community-based housing subsidy.   
 
“Related party transaction” means any business or financial deal or arrangement between two 
parties who are joined by a personal, financial, or professional relationship. In the context of 
the Housing Subsidy Program this would be a property owned by either an individual’s family 
member, the agency, or a staff person who provides residential services to the individual.  

 
D. Implementation  

 
1. An individual who is currently receiving residential services provided by DDS through 

Community Residential Services or In Home Supports may apply to the DDS 
Community-Based Housing Subsidy Program for a community-based housing subsidy 
if their current services or income are not meeting their housing costs.  The individual, 
or the individual’s family or legal representative shall request information regarding the 
Community-Based Housing Subsidy Program through their assigned case manager. 
Such application and approved subsidy shall meet the requirements outlined in 
subsections 2 through 8 of this policy and procedure.   

2. An individual’s application packet, which includes the following: Community-Based 
Housing Subsidy Program Application (see attachment A), Community-Based Housing 
Subsidy Program Income Report/Support Provider (see attachment B), and Community-
Based Housing Subsidy Program Certificate of Participation (see attachment C) for the 
DDS Community-Based Housing Subsidy Program, shall be completed in accordance 
with the following guidelines: 
a. In order to be considered eligible to participate in the Community-Based 

Housing Subsidy Program, an applicant is required to meet funding and 
qualifications outlined in the Community-Based Housing Subsidy Program 
Application Process document (see attachment D), which includes a requirement 
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for the individual to be receiving Community Residential Services (CRS) or In 
Home Supports (IHS) funding and services from DDS. 

b. The individual shall have no other funding options to pay monthly housing costs 
including, but not limited to, HUD Section 8 Certificate vouchers or CT Rental 
Assistance Program (RAP) voucher.  

c. Funding for the Community-Based Housing Subsidy Program shall be available, 
as determined by the Private Division Assistant Regional Director, or the 
director’s designee. 

d. An individual’s case manager or other support staff shall assist any eligible 
individual to complete the application packet.  

e. The Regional Community-based Housing Liaison shall review the application 
packet.  Upon determining the application is complete, the Regional 
Community-based Housing Liaison shall forward the application to the Private 
Division Assistant Regional Director with a recommendation for their final 
approval.  

f. The Private Division Assistant Regional Director, or the director’s designee, 
shall review and provide final approval on all applications for Community-
Based Housing Subsidy Program funding. 

g. A new application shall be completed for a housing subsidy each time an 
individual participating in the program moves, even if the individual is moving 
into a residence that has been previously approved for Community-Based 
Housing Subsidy Program funding. 

 
h. The property or location shall be considered an “Eligible Residence” by meeting 

the housing inspection and other criteria as noted in subsection 3 before being 
eligible to receive funding through the Community-Based Housing Subsidy 
Program.  

 
i. If the owner of a property or location is a related party, an approval letter from 

the Ethics Committee shall be included with the application.  
  
 

3. Certificate of Participation. 
 

Once the participant has been approved by DDS to receive a Community-Based 
Housing Subsidy, the recipient shall receive a Certificate of Participation, signed by the 
Private Division Assistant Regional Director, or their designee. Copies of the Certificate 
of Participation shall be provided to the recipient to share with the resident’s landlord as 
applicable. An electronic or paper copy of the certificate shall also be maintained in the 
recipient’s community-based housing subsidy file or DDS case file. Such certificate of 
participation shall be in compliance with section 17a-218-4 of the Regulations of 
Connecticut State Agencies. (See attachment C) 

 
4. Eligible Residences. 
 

a. Eligible residences shall meet the criteria outlined in this policy and procedure 
to be considered for the Community-Based Housing Subsidy Program.  Ideally, 
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the applicant, current recipient, or the applicant’s or recipient’s family or legal 
representative, if any, shall participate in the decision to approve a residence.   

 
b. To be eligible, the residence is required to meet the health and safety needs of 

the individual by completing a Community-Based Housing Subsidy Program 
Inspection Form (see attachment E).   

 
c. Eligible residences may include single, two or three family homes, duplexes, 

apartments, condominiums, and mobile homes. 
 

d. The residence shall not have more bedrooms than the number of persons who 
live in the residence.  The recipient may not share housing costs funded by his or 
her housing subsidy. For example, an individual would not be approved for a 
housing subsidy if the apartment to be rented had two or three bedrooms and the 
individual had no housemates occupying the other bedrooms. When a residence 
is shared by more than one individual, the roommate(s) may be persons 
receiving housing subsidies; may receive other benefits; or may be caregivers 
related or unrelated to the individual. 
 

e. An individual who requires an additional bedroom or bedrooms with approval 
from their team shall apply to the Regional Director, or the Regional Director’s 
designee, for an exception to allow the individual’s housing subsidy to cover the 
costs of the additional bedroom or bedrooms. The request shall be documented 
on the Community-Based Subsidy Application.  

 
f. In the event a person moves out of the residence and there are more bedrooms 

than the number of persons currently living in the residence, DDS and, if 
applicable, the Qualified Provider shall make an effort to find a new housemate. 
The following criteria shall be followed to ensure a setting continues to qualify 
as an eligible residence: 

i. The individual, or the individual’s legal representative, may request from 
the Private Division Assistant Regional Director an increase to the 
individual’s Community-based Housing Subsidy for a period of not more 
than three months to compensate for the loss of the former housemate’s 
portion of the rental or lease payment, based upon available funding.   

ii. If additional Community-based Housing Subsidy funding is not 
available, the individual, individual’s legal representative, family; or, if 
applicable, the Qualified Provider is responsible for payment of any 
additional housing costs, negotiation with the landlord to modify the rent 
or lease agreement, application for a Rental Assistance Voucher, or the 
individual may make the decision to relocate to a new residence.  

iii. The Community-Based Housing Subsidy Program cannot guarantee that 
the next housemate will qualify for or receive rent subsidy.  

iv. If a new housemate has not been found by the time the individual’s 
additional Community-based Housing Subsidy funding ends, the 
individual’s Planning and Support team (PST) shall review all the 
individual’s options for residential services, which may include, but is 
not limited to, finding the individual a new residence.  

v. If a new residence or other solution cannot be found, the individual’s 
Community-based Housing Subsidy calculation shall be revised based 



   5 

upon the number of persons remaining in the residence with Regional 
Director approval.  
 

g. The private provider shall pay a prorated share of rent and housing costs if a 
dedicated room in the residence is required exclusively for staff or office 
purposes. The Regional Director, or the director’s designee, shall determine if 
the housing cost-sharing arrangement is appropriate and may approve the 
arrangement.  
 

h. The rent or lease payment shall be 130 percent or less of the fair market rent for 
the area as established by the Department of Housing and Urban Development 
(HUD).  This includes the cost of basic utilities such as heating and air 
conditioning, hot water, electricity, water and sewage.  
 

i. The Regional Director, or the director’s designee, may grant an exception to the 
130 percent requirement based upon a written request from the Community-
Based Housing Subsidy Program Liaison that demonstrates any of the 
following: 

i. Higher housing costs in the area based on a review of not fewer than two 
comparable properties. The housing costs of the individual’s proposed 
residence shall not exceed 10 percent above that of the comparable 
properties. 

ii. An inability to meet the specialized needs of the eligible individual in 
housing that is within the cost guidelines and evidence that the housing 
costs of the proposed residence are not more than 10 percent higher than 
at least two comparable properties in the area.  

iii. If the Regional Director, or the director’s designee, approves the 
exception, the reason that the exception was granted shall be documented 
on the individual’s Community-based housing subsidy application and 
signed by the Private Division Assistant Regional Director, or their 
designee.   

 
5. Related party transactions for Community-based Housing Subsidy applicants.   

 
a. Any proposed rental or lease agreement between an individual and a related 

party, as defined in this procedure, shall be approved by the DDS Ethics 
Committee before the individual may be considered for Community-based 
Housing Subsidy funding. Approval criteria and requirements shall include, but 
not be limited to the following:  

i. The residential setting is in the best interest of the individual. 
ii. There is no financial gain for the related party. 

iii. The rent charged to the individual is the lesser of the actual cost of the 
purchased or leased property or HUD fair market rent for a similar 
setting in the same geographic location. 

iv. The rent does not include costs for mark-ups for profits, or the payment 
of loan principal amount. 

 
b. The Ethics related party approval letter shall be retained in the individual’s 

Community-based Housing Subsidy file and by the Qualified Provider.  Related 
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party transactions are subject to re-approval by the DDS Ethics Committee when 
a material change occurs. 

  
6. Residence Safety Inspection for Community-based Housing Subsidy applicants 
 

a. All 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 (see attachment E). 

b. A housing inspection may be performed by the Department, a Qualified 
Provider, the individual, the individual’s legal representative, or a person who is 
knowledgeable about housing inspections (e.g., a housing inspector).  If a 
Qualified Provider is providing services to the recipient, such Qualified Provider 
shall participate in the housing inspection. An applicant has the right to refuse an 
in-home inspection performed by DDS or a person who is knowledgeable about 
housing inspections.   

c. In addition to completing the Community-Based Housing Subsidy Program 
Inspection Form, the in-home inspection shall include, but not be limited to, 
reviewing the Fire and Life Safety Guidelines and Best Practices document, 
located on the DDS website under DDS Fire Safety and Emergency Guidelines. 
(See DDS Fire and Life Safety Guidelines.)   

d. Each Qualified Provider, or if no Qualified Provider, the individual, or the 
individual’s legal representative involved in the housing subsidy application, is 
responsible for ensuring all requirements of the Housing Subsidy Residence 
Safety Inspection form are met. 

e. All requirements contained in the Community-based Housing Subsidy 
Residence Safety Inspection Form shall be completed.  Non-compliance with 
any of the requirements by any party in completing those requirements would 
mean that the individual’s application for a housing subsidy would not be 
approved by the Department.   

f. If the in-home inspection has not been performed by the Department the 
individual, or the individual’s legal representative, if any, or the qualified 
provider, if applicable, shall sign the Housing Subsidy Residence Safety 
Inspection Form (see attachment E) attesting that all requirements have been 
met and submit it to the Community-based Housing Subsidy Liaison.   

 
7. To receive a Community-based Housing Subsidy, the individual or applicant shall 

comply with the monthly and quarterly income and expense verification requirements 
for Community-based Housing Subsidy Funding. Required documentation shall be 
submitted to DDS in a form and manner as provided by the Regional Community-based 
Housing Liaison.   
 
a. If an individual has been approved to receive Community-Based Housing 

Subsidy funding, Section 17a-218-6  of the Regulations of Connecticut State 
Agencies, Method of payment relating to the Community-Based Housing 
Subsidy Program regulation requires that income and housing costs be verified 
by DDS not less than every three months.  The individual, the individual’s legal 
representative, or Qualified Provider shall complete a Monthly Income and 

https://portal.ct.gov/DDS/EmergencySafetyManagement/Fire-Safety-and-Emergency-Guidelines/DDS-Fire-Safety-and-Emergency-Guidelines
http://eregulations.ct.gov/eRegsPortal/Browse/RCSA/Title_17aSubtitle_17a-218Section_17a-218-6/
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Expense Verification Form (see attachment F). A Qualified Provider, an 
individual, or an individual’s family or legal representative who has successfully 
followed monthly reporting requirements may request system quarterly 
reporting. 
 

b. Monthly Reporting  
i. The completed Monthly Income and Expense Verification Form (see 

attachment F) shall be submitted on or before the 10th of the month to the 
individual’s regional Community-Based Housing Subsidy Program 
Liaison. The individual’s income listed on the form shall be from the 
previous month.   

ii. Copies of wage payments (e.g., pay stubs, bank statements), federal and 
state benefits, utility bills and other backup documentation for expenses 
are required for requests for reimbursement and shall be attached to the 
monthly income and expense verification form. 

iii. Backup documentation for utility bills is required to be included in the 
breakdown of the previous month’s charges.  The Community-based 
Housing Subsidy program does not reimburse for any past due balances 
or late fees. 

iv. Failure to submit an income and expense verification form for three 
consecutive months may result in the loss of the individual’s 
Community-based Housing Subsidy funding and may require a review 
by the Regional Director, or the director’s designee, to determine if the 
individual may be required to submit a new application for Community-
Based Housing Subsidy Program.  Restarting the community-based 
housing subsidy shall be subject to the availability of the Community-
Based Housing Subsidy Program’s current fiscal year funding. 

 
c. Quarterly Reporting 

i. A Qualified Provider, an individual or an individual’s family or legal 
representative may be approved for quarterly reporting if the following 
requirements are met: 

I. Monthly reports have been accurately submitted on time and with 
required support for a minimum of 6 months, including wages, 
benefits and housing costs as referenced in subdivision b above.  

II. One Qualified Provider employee is designated for submitting the 
documentation for all individuals and shall be available to report 
significant changes that impact the quarterly rent subsidy. 

III. Individuals should have consistent earned and unearned income 
that does not significantly fluctuate each month and shall be 
working on or have a utility budget plan with a set monthly 
payment. 

ii. A quarterly income and expense reporting form that outlines quarterly 
reporting requirements, shall be signed by the Qualified Provider 
employee, individual or individual’s family or legal representative (see 
attachment G). 

iii. The completed quarterly income and expense verification form (see 
attachment G) shall be submitted to the regional Community-Based 
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Housing Subsidy Program Liaison on or before the 10th of the month of 
the quarter. 

iv. Each Qualified Provider, individual or individual’s family or legal 
representative shall review and sign the quarterly income verification 
reporting form.   

v. The quarterly housing subsidy amount for the current three-month period 
shall be calculated based upon the information submitted in the previous 
quarter’s income and expense verification report. The individual shall 
receive a set amount each month of the current quarter based upon the 
Community-Based Housing Subsidy Program’s calculation derived from 
the individual’s previous quarter’s report.  

vi. Quarterly income and expense reports do not require the individual, 
individual’s family or legal guardian or the Qualified Provider to submit 
back-up documentation to DDS for monthly bills or proof of wage and 
benefit income. The individual or individual’s family or legal 
representative or Qualified Provider is required to retain all records 
including, but not limited to, pay stubs, receipts, paid bills, and bank 
statements and shall make such documents available to the Department 
upon request.  

vii. All documentation used to fill out the quarterly report shall be made 
available upon request, or during any such audit from DDS, Office of the 
State Comptroller (OSC) or other state or federal entity.  All 
documentation relating to either the monthly or quarterly income and 
expense verification reports shall be retained for a period of 3 years after 
the completion and submission to the State of the annual financial audit. 

viii. The regional Community-Based Housing Subsidy Program Liaison shall 
be contacted to report any potential significant changes or issues that 
may impact the individual’s community-based housing subsidy funding, 
including, but not limited to, an individual’s proposed move, a 
housemate moving in or out of the residence, or changes in the 
individual’s work status, benefit payments or housing costs. Copies of 
new or additional housing cost bills shall be submitted as part of the next 
quarterly reporting process to the Community-Based Housing Subsidy 
Program Liaison and may be added to the next community-based 
housing subsidy, if applicable. 

ix. The Qualified Provider, or individual or individual’s family or legal 
representative may be required to return to monthly schedule of income 
and expense verification reporting if the individual is not in compliance 
with requirements of quarterly income and expense verification reporting 
requirements outlined in this section.   

x. If the Qualified Provider is submitting quarterly reports on behalf of an 
individual, the individual, or the individual’s legal representative, shall 
be responsible for providing the Qualified Provider with the accurate 
documentation required for reporting income and expense the report in a 
timely manner.   

xi. The Department reserves the right to require any qualified provider or 
individual or individual’s family or legal representative to revert back to 
monthly reporting.   

 
8. Community-based housing subsidy funding calculation and disbursement. 
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a. The individual’s community-based housing subsidy funding shall be calculated 

by the regional Community-Based Housing Subsidy Program Liaison and 
disbursed to the individual by the end of the month and in accordance with the 
following guidelines. 

i. The housing subsidy calculation is based on the recipient’s wage and 
benefit income and his or her share of the housing costs covered by the 
Community-based Housing Subsidy Program. In the community-based 
housing subsidy calculation, the recipient’s total income is adjusted 
down. The recipient’s share of the housing costs shall be 30% of the 
individual’s adjusted income, the region shall take into consideration 
current DDS calculations regarding minimum and maximum funding 
available to each individual. A spreadsheet to determine subsidy 
calculations is completed monthly by each region.  

ii. For monthly reporting, community-based housing subsidy amounts shall 
change if the recipient’s total income and housing costs fluctuate from 
the previous month’s report.  

iii. For quarterly reporting, the community-based housing subsidy amount 
will change in the next quarter if the recipient’s total income and housing 
costs change on the previous quarter’s report.  

iv. Community-based housing subsidy recipients are expected to pay their 
rent and utilities and other monthly housing costs using their housing 
subsidy, combined with their wage and benefit income. If recipients do 
not have adequate resources to cover all housing costs, they shall be 
encouraged to apply for and maintain supplemental benefits and may 
request help from DDS staff and Qualified Provider staff in applying for 
and maintaining these benefits.  

v. Community-based housing subsidy recipients are required to apply for 
and contribute any federal or state benefits available to them and 
contribute a portion of their wages towards their monthly housing costs. 
The Department shall determine the proper calculation of the 
individual’s community-based housing subsidy taking into account any 
such federal or state benefits or wages. Any significant changes to 
federal or state benefit income, the individual’s assets, or any retroactive 
payments shall be reported immediately to Community-based Housing 
Subsidy Liaison and may result in a revised calculation of the 
individual’s community-based housing subsidy.  

vi. In certain cases where a community-based housing subsidy recipient’s 
regular source of income is disrupted, the Community-based Housing 
Subsidy Program may provide the recipient with a monthly housing 
subsidy that covers the recipient’s total monthly housing costs.  The 
community-based housing subsidy recipient shall make every effort to 
apply for or have restored any federal or state benefits for which he or 
she is eligible and shall seek employment to replace any lost wages.  A 
recipient’s total monthly housing subsidy that extends beyond two 
consecutive months is required to be approved by the Regional Director, 
or the director’s designee. If federal or state benefits or wages are not 
restored after two months, projected benefit amounts and wages shall be 
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used in the calculation of the recipient’s monthly community-based 
housing subsidy until such time as the benefits or wages are secured. The 
Department may make adjustments to correct any over or under 
payments. 

vii. In certain cases where the community-based housing subsidy recipient 
receives the housing subsidy directly, benefits issued by the Department 
of Social Services (DSS) may be impacted.  Individuals should contact 
DSS to determine if there is a change to other benefits, such as 
Supplemental Nutrition Assistance Program (SNAP), cash assistance, 
and Medicaid. 
 

b. Allowable housing costs for which a community-based housing subsidy may be 
used include, but are not limited to, the following: 

i. Rent, lease, or other periodic payments for the use and occupancy of a 
residence, including monthly payments for mutual housing or limited 
equity cooperatives.  

ii. Security deposits.  
iii. Utilities including heating and air conditioning, hot water, electricity, 

water and sewage.  
iv. Renter’s insurance coverage (personal and liability coverage); and 
v. Tenant costs, as specified in the lease or rental agreement, relating to 

routine maintenance and repair of the residence and such services as 
trash collection, snow removal and lawn care.  

 
c. Community-based housing subsidy funding recipients who do not have 

sufficient income or assets to pay for periodic housing costs, including 
unanticipated maintenance and repair of the residence or annual insurance 
premiums, may receive a one-time adjusted community-based housing subsidy. 
The adjusted amount shall be documented on the individual’s Income and 
Expense Verification form (see attachments F or G), or another comparable 
form as decided by the Community-Based Housing Subsidy Program Liaison 
and reviewed and approved by the Regional Director, or the director’s designee. 

 
d. The regional Community-Based Housing Subsidy Program Liaison forwards the 

subsidy requests to DDS Fiscal Department for centralized processing in 
accordance with the states accounts payable and vendor requirements. DDS 
Qualified Providers, individuals or an individual’s family or legal representative 
are strongly encouraged to make ACH arrangement to ensure timely and secure 
payments.   

 
9. Renter’s Insurance, Leases, Security Deposits for community-based housing subsidy 

funding recipients.   
 
a. All community-based housing subsidy recipients shall have a renter’s insurance 

policy with coverage for not less than $100,000. DDS shall not reimburse yearly 
premiums in excess of $150 for renter’s insurance. Renter’s insurance policies 
shall be renewed yearly by the individual or the individual’s legal representative, 
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if any.  Proof of insurance coverage shall be submitted yearly, or upon any 
change of insurance information to the Community-Based Housing Subsidy 
Program Liaison for the individual’s files. 
 

b. A community-based housing subsidy funding recipient is required to have a 
rental or lease agreement or similar type of binding agreement for the use and 
occupancy of the residence.  The agreement shall be signed by the individual, or 
the individual’s legal representative, if any, and the landlord.  DDS staff, 
Qualified Provider staff, or other persons shall not sign a rental or lease 
agreement in lieu of the individual, or the individual’s legal representative.  A 
Qualified Provider may co-sign a rental or lease agreement as a guarantor.  
Please review the Community-Base Housing Subsidy Program Lease Guidelines 
before an individual, or another party on behalf of an individual, signs a lease. 
(see attachment H). 
 

c. An individual who receives a housing subsidy shall occupy the residence within 
45 days of the effective date of the rental or lease agreement.  
 

d. Rental or lease agreements shall be renewed on an annual basis. Such 
agreements may be renewed sooner, if a different time frame for renewal is 
agreed to by all parties, or if there are revisions to the agreement agreed to by all 
parties. If a rental or lease agreement is not required by the landlord, the 
Community-based Housing Subsidy Program requires that a legally binding 
agreement be obtained that includes, but is not limited to, the residence’s 
address, rental amount, the name of the person or entity who owns the residence, 
the name of the person who is responsible for payment of the utilities, the time 
span of the agreement and the signatures of the parties to the agreement. Copies 
of a signed lease agreement, rental agreement or other legally binding agreement 
and any renewal documentation shall be submitted to the Community-Based 
Housing Subsidy Program Liaison for the Community-Based Housing Subsidy 
Program’s files.  
 

e. If a community-based housing subsidy funding recipient moves to a new 
residence which results in overlapping rental or lease agreements, the individual 
may receive only a monthly housing subsidy for one of the residences.  The rent 
or lease payment for the second residence is the responsibility of the individual 
or the individual’s legal representative, if any.  

 
f. Effective July 1, 2023, recipients of Community-Based Housing Subsidy 

funding shall receive an initial monthly subsidy to cover the subsidized portion 
of the first month’s rent or lease payment and the last month’s rent or lease 
payment.  If the recipient’s last month’s subsidized rent or lease payment is used 
as a security deposit, the security deposit shall be applied as the last month’s 
rent or lease payment prior to the recipient leaving the residence.  Recipients of 
a housing subsidy shall be limited to the first and last month’s subsidized rent or 
lease payment.  
 

g. Recipients of Community-Based Housing Subsidy funding shall pay any 
additional security deposit amount above the subsidy with their personal funds 
or with other benefit funding, as applicable.  
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h. In certain cases where Community-Based Housing Subsidy funds are required 

on short notice to secure a rental or lease agreement, the recipient may request 
an advance from regional Community-Based Housing Subsidy community-
based housing subsidy funds.  This emergency funding may be approved by the 
Community-Based Housing Subsidy Program Liaison and shall be provided 
based upon housing subsidy funding availability.  

 
10. Repairs for Property Damage  

a. Community-Based Housing Subsidy funding recipients are responsible for 
repairs or payment for the cost of any repairs necessary due to damage to the 
residence that is beyond the normal wear and tear covered in the rental or lease 
agreement.  Regional one-time funding may be provided to a recipient to assist 
with the cost of any repairs due to damages beyond typical wear and tear based 
upon the Community-Based Housing Subsidy funding availability. 

b. Any portion of the security deposit, including any subsidized portion of the 
deposit, withheld by the landlord or rental agent due to damages to the residence 
is the financial responsibility of the community-based housing subsidy recipient.  

11. Recordkeeping and documentation 
a. The Regional Community-based Housing Subsidy Program Liaison shall 

maintain any documentation required for each individual’s Community-Based 
Housing Subsidy funding electronically. 

 
b. Electronic documentation shall be saved in a manner that allows for access, 

upon request for auditing or any other purpose as it relates to the individual’s 
Community-Based Housing Subsidy funding. 

 
12. Policy Exceptions. 
 

a. Community-based Housing Subsidy Program funding policy exceptions shall be 
approved by the Regional Director or their designee with explanations and 
signatures documented on applicable forms and maintained in the individual’s 
community-based housing subsidy file.   

  
b. Requests for exceptions may include, but are not limited to, rent that exceeds the 

allowable fair market rent, multiple bedroom apartment for only one person, or 
income/asset amounts related to MED-Connect Medicaid eligibility. 

 
E. References 

 
Section 17a-218 of the Connecticut General Statues 
Sections 17a-218-1 through 17a-218-7 of the Regulations of. Connecticut State Agencies 
DDS Fire and Life Safety Guidelines (to be revised July 2025) 

 
F. Attachments 

 
Attachment A:  Community-Based Housing Subsidy Program Application   
 

https://portal.ct.gov/DDS/EmergencySafetyManagement/Fire-Safety-and-Emergency-Guidelines/DDS-Fire-Safety-and-Emergency-Guidelines
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Attachment B:  Community-Based Housing Subsidy Program Income Report/Support Provider 
 
Attachment C:  Community-Based Housing Subsidy Program Certificate of Participation 
 
Attachment D:  Community-Based Housing Subsidy Program Application Process 
 
Attachment E:  Community-Based Housing Subsidy Program Inspection Form 
 
Attachment F:  Community-Based Housing Subsidy Program Monthly Income and Expense 
Verification Form and Guidelines 
 
Attachment G:  Community-Based Housing Subsidy Program Quarterly Income and Expense 
Verification Form and Guidelines 
 
Attachment H:  Community-Based Housing Subsidy Program Lease Guidelines 
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