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Procedural points to consider:
	
		TENANT APPLICATION & SELECTION 

To establish a fair, equitable, transparent, and consistent method of receiving and processing applications from prospective tenants and selecting tenants for our developments.

Applications
[Note: consider any requirements from agreements with funders]

1. All applications for housing will be accepted for review. 

2. Applications from applicants requiring a subsidy are scored according to the applicant's degree of need for housing.  

3. Applications that meet program criteria are filed by the date they are received. 

4. Ineligible applicants are informed in writing and their applications returned to them.

5. All applicants must declare their income on their application, but verification is not required until they are interviewed. 

6. Applicants who have not contacted the society for over one year may have their applications deleted from the waiting list.



1. Point scoring system
2. Filing/database organization--e.g., date received, point score, location or community preferences, unit size required, level of subsidy required
3. Privacy statement on application form
4. Consider BCHMC’s Housing Registry and Coordinated Access procedures





Selection

The society will select tenants without unlawful discrimination on the basis of race, religion, culture, sexual orientation, gender identity, social condition, or level of physical ability.  



Tenants will meet the program criteria established by our operating agreement with the funding agency or agencies providing financial assistance to the development.

AND

Within those guidelines applicants will be selected:

1. If they receive positive references from previous landlord(s) and a credit check reveals no outstanding rent arrears;

 
2. On a first come, first served basis, in the order their application for housing was received by the society.

	
3. According to their degree of need for housing, as measured by a scoring system established by staff and approved by the board.
4. On the basis of a weighted scoring system that measures the following factors:
a) The applicant's date of application and time on the waiting list;
b) His or her degree of housing need;
c) Suitability for the housing community where they wish to live; and,
d) In the case of applicants for market rent units, their ability to pay.


5. Normal selection criteria may be waived if applicants' personal safety is in danger where they presently live, or if an applicant is under imminent threat of becoming homeless.


1. Picking applications from the waiting list for interview or use BCHMC housing registry
2. Reference and credit checks.
3. Interview process, questions and purpose. Who is involved?
4. Income verification, rent subsidy application.
5. Calculating tenant rent contribution.
6. Offering accommodation.
7. Tenant file set-up.
8. Where restricted populations are targeted, consideration of and compliance with applicable anti-discrimination legislation should be documented and submitted to the funder if requested.




