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Notice of Denial and Appeal Process 
  

 Send a written notice to each applicant denied admission.  The notice should… 
o List the particular conviction or convictions that led to the decision. 
o Explain how the applicant can request an informal meeting to contest the decision. 
o State that an applicant with a disability is entitled to request a reasonable accommodation to 

participate in the meeting.   
o Inform the applicant that he or she is entitled to bring an advocate or attorney to the meeting. 
o Describe the evidence that the applicant can present at the meeting.   
o Inform the applicant that if the offense is related to a physical or mental disability, he or she is 

entitled to request a waiver of admission policies or practices as a reasonable accommodation.    
o Provide referral information for local legal services and housing rights organizations. 
o Note:  If the rejection is based on a criminal background check obtained from a tenant 

screening agency, the Fair Credit Reporting Act and the California Investigative Consumer 
Reporting Agencies Act impose additional notice requirements.   

 Give applicants denied admission the chance to challenge the decision in an informal meeting.   
 An applicant who goes through the appeal process should not lose his or her place on the waitlist.   
 Allow the applicant to bring an advocate or attorney to the meeting. 
 Confine the subject of the meeting to the reason for denial listed in the notice.   
 Give the applicant a chance to present documents and witnesses showing that he or she will be a 

suitable tenant. 
 Have an impartial person conduct the meeting.  It should not be the staff person who made the initial 

decision or a subordinate of the person who made the initial decision. 
 Within 5 days of the meeting, provide the applicant with a written decision that states the reason for 

the decision and the evidence relied upon.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


