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SUBJECT:  Entry of Occupied Units by SHA Employees








POLICY:   As the owner and/or manager (landlord) of rental dwelling units, the employees of the Seattle Housing Authority (SHA) have an obligation to respect the privacy of each of its tenants (residents).  As stated in Washington State law Title 59 RCW, Section  59.18.150, Housing Authority employees and tenants must comply with this policy and the laws governing Landlords and Tenants.  This obligation requires SHA's entry into occupied dwelling units as outlined below.





Title 59 RCW further states that with proper notice, tenants shall not unreasonably withhold consent to the landlord (SHA) entry in the dwelling unit in order to inspect the premises, make necessary or agreed repairs, alteration, or improvements, supply necessary or agreed services, or exhibit the dwelling unit to prospective or actual purchasers, mortgagees, tenants, workers or contractors.





Prior to entering an occupied unit, all Housing Authority employees shall knock loudly and announce themselves in a loud, clear manner using words comparable to the following:





"Seattle Housing Authority staff, is anyone home?”, or “may I come in?"





This greeting shall be repeated at least twice or until it is determined that no one is present in the unit.  If there is a response by someone in the unit, the employee entering the unit shall explain their purpose for entering the unit and ask permission to complete the Maintenance Work Order (MWO) or other reason for being present.  In accordance with SHA’s Manual of Operations, section E13.9-1, all employees must be able to provide his or her Housing Authority picture identification upon request.





If, at any time, the resident wishes the SHA employee(s) to leave their unit, the employee(s) will do so upon request.  Such requests will be reported immediately to the employee's supervisor who will contact the resident to determine why the request was made and what corrective action is necessary.





In all instances in which a SHA employee finds it necessary to enter a unit when the resident is not at home, a Service Call Notice (SHA-206, Exhibit 1) will be left in an obvious location on the premises indicating the date, time, reason for the entry, and the name of the employee(s) who entered.  This notice may also be used to provide forty-eight (48) hours notice to the resident that SHA will enter the unit to make the needed repair(s) unless permission is withheld.





Housing Authority employees may need to enter an occupied unit for the following reasons:





A.	Emergencies and Abandonment.  The Landlord (SHA) may enter the dwelling unit without consent of the tenant in the case of emergency or abandonment as follows:





1.	A health,  or other public safety emergency exists  and entry is required to insure the safety of the resident(s) or that of neighbors; or to prevent possible damage to the unit and its contents.





2.	A concern about the health and/or safety of a resident is brought to the attention of SHA by a family member, neighbor or other concerned party, and there is good reason to be concerned about the safety of the resident(s).  





3.	A threat to life, safety and/or security exists and police, fire, disaster (natural or otherwise), or other emergency personnel have a need to gain access to the unit and it is determined that the exigencies of the situation are such that entry of the unit is necessary.  This includes entry by an SHA employee, police or fire department personnel to disable resident-owned and installed security devices when a false alarm has sounded (L12.2-1, Ex. 8).





4.	If it is determined that the unit has been abandoned, SHA shall enter the unit and change the locks.  Any personal items belonging to the tenant shall be stored according to SHA’s policy on abandoned property (L12.7-1).





B.	Resident-requested maintenance work orders (MWOs).





1.	SHA staff shall not enter the unit if the resident withholds permission to enter the unit unless he or she or a third party is present.  If the resident is not present when the SHA employee arrives, a notice will be left on the unit door and another visit will be scheduled.





2.	SHA staff will enter the unit and perform the requested repairs (even if the resident is not in the unit) only when permission for entry is given.    A notification will be left in the unit by the worker before leaving.





C.	Annual Inspections.


	Annual inspections of units are conducted by SHA staff to verify the presence of SHA-provided equipment, to determine if there are any repairs that need to be done to prevent the deterioration of the facilities, and to ensure that proper care is being given to the premises.  A minimum of 48 hours notice (Exhibit 1) is given (M10.2-1, Apartment and Inspection Record and M10.2-2, Unit/Structure Inspections).  





D.	Inspection-generated maintenance work orders.


	If, as a result of the annual inspection, staff determine that repairs are needed in a unit, then MWOs will be written to accomplish the work (M10.2-2 Unit/Structure Inspections).  





E.	Pest treatment and other all-floor or all-building work including construction/renovation.


	Some work is required to be completed in more than one unit.  Such work may be performed by SHA workers or by contractors including building-wide pest treatment, replacement of fire alarm systems, replacement of windows, repair of utilities (water/sewer/gas supply) and other construction or renovation work.  In these cases,  proper notice, as required by State law, will be given of the need to enter units.  (Exhibit 2).





F.	Inspections as a result of lease violations.


	SHA staff will schedule an inspection following receipt of a complaint or report involving a fire, flood, other disaster (natural or otherwise); a health or public safety hazard, or when SHA Maintenance personnel are unable to complete a MWO due to an unacceptable sanitation condition.


�



PROCEDURES:  The following procedures shall be adhered to by all SHA employees:  





A.	Emergencies and Abandonment.





1.	Because of the very nature of an emergency, entry into a unit or units may be required with little or no warning.  Upon learning of an emergency, staff will attempt to alert the resident by knocking on the unit door and announcing themselves in a loud voice, immediately followed by unlocking the door with the master key.  If the unit is occupied, the employee will advise the occupant(s)  of the nature of the emergency and of what action should be taken  (instruct the resident to wait outside of the unit or building, wait for emergency personnel, etc.).





2.	If a safety check is required, it will ideally be made by two SHA employees.  If no other staff are available,  the employee and another resident or person will conduct the safety check, but if no other staff or persons are available, the employee may check on a resident's safety alone.  





	As described in #1 above, the employee will knock loudly and announce his or her presence and purpose of the safety check before entering the unit with the master key.  If the unit is occupied and  it is determined that the resident is safe, the employee will immediately leave the unit.  If no one is in the unit, the employee will leave immediately and lock the door.    The employee shall document the entry, and leave a notice for the resident.





3.	If it has been reported and further determined that the unit has been abandoned, a MWO will be generated to have the locks changed; and the procedures for storing or disposing any abandoned personal belongings will begin (see L12.7-1).





B.	Resident-requested maintenance work orders.





1.	When permission to enter a unit is withheld and when no one is home when the worker(s) arrive, SHA will not enter and another visit will be scheduled.  In such cases a Service Call Notice (SHA-206, Exhibit 1) will be left indicating that the worker will return after 48 hours to complete the work unless permission is withheld.  This notice constitutes proper notice under State law and informs the resident  of SHA's intent to enter and make the repairs even if the resident is not present.  If the resident does not wish this to happen, he/she must call the appropriate SHA office to inform them of their wishes and schedule a time when they will be present and the worker can gain access.





2.	When permission to enter a unit is given, SHA staff will enter and complete the MWO. The worker(s) will post a sign indicating that they are in the unit in case the resident returns before they leave (SHA-206A, Exhibit 3).  Upon leaving the unit, a Service Call Notice (SHA-206, Exhibit 1) will be left on the unit door indicating that a worker was there and the status of the work attempted or completed.
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C.	Annual Inspections.


	Annual inspections are scheduled on a community or building basis and as such, it is not possible to provide notice to residents of the specific time that SHA staff will be at their unit; however, advance written notice of this inspection will be given in compliance with State law (M10.2-2).  Due to scheduling requirements and pursuant to 48 hours notice having been given, each unit will be entered by SHA staff even if the resident is not present when staff arrive.





	The notice will indicate the week and general hours during which inspections for that building or part of the community will be conducted.  The notice will also indicate which area or floor of the facility the inspections will start.  If interruptions are experienced which unduly delay the inspection of the latter part of the facility, the Inspectors and/or Community Manager will prepare a supplementary notice which shall be posted and/or delivered to those units that will be affected by the delay.  





	A copy of the inspection form will be left with the resident or in the unit to indicate that the inspection has been completed and if any MWO's and/or charges will result from the inspection.





D.	Inspection-generated maintenance work orders.





	MWO’s generated as a result of inspections fall into two categories, emergency MWOs and non-emergency MWOs.  Emergency work order items will be scheduled to be repaired within 24 hours of the inspection.  SHA shall attempt to repair non-emergency MWO’s within 48 hours of the inspection, but due to unforeseeable back logs in work orders, a non-emergency MWO shall not be performed more than fourteen (14) days following the inspection without an additional 48-hour notice being given to the resident.  Both the inspection letter and the inspection report will clearly state the repairs being performed and whether they are an Emergency or Routine work order.





	In these situations, and because SHA is giving proper notice to the resident, the worker shall enter the unit to make the necessary repairs with or without permission of the resident, unless the resident notifies the maintenance office and withholds permission for the worker to enter the unit unless he or she, or a third party is present and other arrangements are made for the work to be completed.





E.	Pest treatment and other all-floor or all-building work including construction/renovation.


	Advance notice of entry will be given to all affected tenants prior to building-wide pest treatment, replacement of fire alarm systems, replacement of windows, and other similar work.  Generally, this type of work is scheduled in advance and time frames will be available although specific times cannot be relied on because of delays encountered in other units.   





F.	Inspections as a result of lease violations.


	SHA staff will schedule an inspection giving the resident 48 hour prior notice in response to reported lease violations.  The resident shall have the option of being present for the inspection at the scheduled time or of contacting the Community Manager immediately upon receipt of the notice to reschedule the inspection.  Due to the urgency of correcting most situations in this category, the resident shall not have the option of unduly delaying the inspection by attempting to reschedule to an unreasonable time or date.  If there is no response from the resident, the inspection shall be completed whether the resident is present or not. 
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This is a new policy, written to comply with Washington State law Title 59 (RCW 59.18.150) Landlord Tenant law; and establish written procedures for Housing Authority staff and residents.  Adopted by SHA’s Board of Commissioners, Resolution No. 4438 on 12/15/97.











