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HOUSING AUTHORITY OF THE CITY OF SEATTLE

MANUAL OF OPERATIONS
SUBJECT:  Community Service Requirement 

SCOPE:  This policy and procedure shall apply to all Low-Income Public Housing programs and units, administered by the Seattle Housing Authority, unless specifically noted.

POLICY:  The Community Service and Self-Sufficiency Requirement is mandated by Congress as a part of the Quality Housing and Work Reform Act of 1998.  This law requires that low-income families in public housing contribute or participate for eight hours a month in a community service or a self-sufficiency activity or combination of both, as a condition of receipt of Federal housing assistance.  Under this provision of law, and  Seattle Housing Authority’s dwelling lease, non-compliance with the community service and self-sufficiency requirement is a violation of the terms of the lease and cause to evict.                
IMPLEMENTATION POLICY:

A.
Definitions:
1. Community Service:  The performance of voluntary work or duties that are a public benefit, and that serve to improve the quality of life, enhance resident self-sufficiency or increase resident self-responsibility in the community.  Community service is not employment and may not include political activities.
2. Economic Self-Sufficiency:  Employment or any program designed to encourage, assist, train, or facilitate the economic independence of HUD-assisted families or to provide work for such families. These programs include programs for job training, employment counseling, work placement, basic skills training, vocational or higher education, English proficiency, workfare, financial or household management, apprenticeship, substance abuse or mental health treatment programs or any program necessary to ready a participant for work or other work activities.

3. Service Requirement:  The obligation of each adult resident (18-61 year old) other than an exempt individual, to perform community service or participate in an economic self-sufficiency program is required in accordance with 24 CFR Subpart F Section 960.603.  Each adult resident must:  

a. Contribute eight hours per month of community service; or

b. Participate in an economic self-sufficiency program for eight hours per month; or

c. Perform eight hours per month of combined activities of community service and economic self-sufficiency.

NOTE:  Hours must be earned each month.  Extra hours earned in a month cannot be deducted from the next month’s required CSR hours.

4. Exempt Individual:    An adult who is 62 years or older; or meets the requirements for being exempted from CSR, as outlined in Exhibit 1.
5. Cure Agreement:  A written agreement between SHA and a resident in non-compliance with the CSR, to “cure” their status and bring their service hours up to the requirement over a 12-month period.  The Cure Agreement shall include: 
a. The additional number of hours of community service or self-sufficiency work activities needed to make up the required number of hours under the current lease.

b. Assurance that all members of the family who are subject to these requirements are in compliance with the requirements.

c. Written assurances satisfactory to SHA that any noncompliant resident no longer resides in the unit.
B.
Time Frame for participation:
1. New Resident- The community service requirement (CSR) begins 30 days after the lease is signed if no exemption is granted.

2. Existing Resident – The CSR begins on the effective date of the resident’s Annual Recertification.

C. Exemption from CSR:
1. SHA will provide a list of exemptions residents may qualify for, with verification resources for each.  (see Exhibit 1)
2. Residents may apply for an exemption through self-certification or third party verification.  Residents may self-certify:
a. S/he is blind or disabled and unable to comply with the service provisions.  Lifetime exemption.
b. S/he is a victim of domestic violence, and program participation would put her/him at risk.

c. S/he graduated from an educational or training program within the past six months and is currently job searching.

d. S/he is 55 or older and unable to comply with the service provisions.  Lifetime exemption.

Residents must provide third party verification as:

a. Work Exempt via state welfare/TANF/Social Security Administration program, from the agency that established the work exemption.

b. Primary caretaker of someone disabled or elderly, from an established agency providing oversight or from the doctor of the elderly/disabled person.

c. Providing child care for someone participating in CSR, from an established agency providing oversight.

d. Pregnant, from a health care provider.

e. Person with pending SSI or unemployment applications, from the agency (one-time exemption for 12 months).
f. Person with DSHS / SSA disputes, from the agency (one-time exemption for 12 months).
g. Sick or suffering from a temporary disability expected to last 60 days or more, from a health care provider.

h. Parent/legal guardian home schooling a child under the age of 18, from Seattle Public Schools.

i. Active duty Reservists / Military personnel, from the branch of the military in which the resident serves.

3. Exemptions will be in effect until the resident’s next Annual Recertification, except as noted above.

4. Disputes related to exemptions and qualifying self-sufficiency and community service activities shall be reviewed by a CSR Review Committee (See E.1 below).

D. Non-Compliance:
1. Residents who fail to meet the eight hours per month CSR will be in non-compliance.  The resident will be given the opportunity to enter into a “cure agreement” prior to proceeding to eviction actions.  The resident will be given 12 months to bring his or her status into compliance by making up any shortfall in CSR hours.  
2. Failure to bring status into compliance within 12 months will result in SHA pursuing actions to terminate the resident’s tenancy.  Residents who are served an eviction notice for this reason are eligible for a grievance hearing in accordance to SHA’s Grievance Policy (see L12.9-1)  SHA shall inform residents in this situation of their right to grieve the eviction notice and explain how a resident may do so.
E. CSR Review Committee:

1. In order to comply with its responsibilities as outlined in 24 CFR, Subpart F Section 960.603, SHA has formed a CSR Review Committee to review and act as the final arbitrator of all resident disputes and cure agreements.  

RESPONSIBILITY:  

The Director of Housing Operations shall be responsible for the administration of this policy.  The Community Service Administrator shall have the general oversight of this policy and the direct responsibility for the CSR Review Committee.  Senior Property Manager, or his or her designee(s), shall be specifically delegated the day-to-day responsibility for implementing this policy and carrying out the following procedures.  
PROCEDURE:

A. CSR Report

1. The CSR Report provides a list of residents by community, and the residents exempt / non-exempt status.  Location of this report:  L :\cs\cs_community.  Staff must enter their name and Ourhouse password.  
2. The report will automatically update exemption status for any “automatic exemptions”  that apply to the household member.  This report will be updated by property management staff as other exemptions are approved or changed.  In addition, the report will automatically populate the Community Service field in the MLS Household Record screen and update the Certification Schedule Month crystal report on Ourhouse  with the resident exemption status.
B. Leasing
1. At the time of leasing, new residents who are eligible for an automatic exemption will be identified.  Staff shall refer to Exhibit 1 for these exemptions.
2. If household members are determined not eligible for an exemption, staff shall offer the resident an opportunity to apply for an exemption – SHA-133 Exemption Request Form.  
3. Non-exempt members shall be given a copy of the CSR policy, list of volunteer resources, and CSR Participation Logs (SHA-102).  Staff shall go over this packet of information with the resident.  The Community Services Administrator (or designee) maintains the list of volunteer resources.
4. The resident shall be advised participation begins 30 days after the signing of the Dwelling Lease.  
C. Annual Recertification

1. At the time staff is preparing the Annual Recertification Notification packet, staff shall identify households subject to CSR by referring to the Certification Schedule Month crystal report on Ourhouse.  A “Y” in the CSR column indicates the household has a CSR requirement.
2. For those residents with a CSR requirement, staff shall include a reminder in the Annual Review Notification packet, to bring their CSR Participation Logs or other documentation that certifies their compliance.  
3. At the Annual Recertification appointment, staff shall refer to the CSR Report for the status of each adult household member to determine if s/he is still eligible for an automatic or other continuing exemption, has an expiring exemption, or is non-exempt.  
4. If the resident wishes to re-apply for an expiring exemption, staff shall provide the SHA-133 Exemption Request Form.  The request must be returned to the SPM or PM within 30 days of the effective date of the resident’s Annual Recertification.  Requests received after this deadline will not be considered. 
5. For non-exempt residents, staff shall review their verification paperwork provided for compliance.  If the resident is in compliance, staff shall staple the CSR logs or other documentation together, include it in the AR packet and note on the MLS checklist that all adult members of the household are in compliance.  Staff shall provide the resident additional logs as requested.  
6. If the resident is out of compliance, staff shall proceed as outlined in Section H, Non-Compliance, below.
D. Request for Exemption
1. At the time of leasing or at the Annual Recertification, residents may apply for an exemption through self-certification or third party verification as stated in the policy and Exhibit 1.  
2. Residents must complete and submit an Exemption Request form, SHA-133, to the Senior Property Manager or designee within 30 days of leasing or effective date of their Annual Recertification.  Requests received after this deadline shall not be considered.
3. The Senior Property Manager or designee shall approve or deny Exemption Requests.  A letter shall be sent to the resident notifying them of the decision and advising them if they wish to dispute the decision to submit a written request to the management office within 10 business days of the date of the letter for a review by the CSR Review Committee.
4. If approved, the exemption will remain in effect until the next Annual Recertification, at which time the resident will be required to submit another request for exemption.  
5. If the request for exemption is denied, the community service requirement begins immediately.  An Exemption Denial Letter (Exhibit 7) can be found on Ourhouse.
6. The original Request form and copies of all correspondence will be kept in the resident file.

E. Self-Sufficiency Activities
1.
Residents who earn CSR hours for self-sufficiency activities will need to provide proof of program enrollment, and a staff person with the program, school or college will need to verify hours every month by signing the resident’s CSR log. 

2. Eligible programs:

a. Economic Self-Sufficiency Programs – enrollment in any employment program such as Jobs Plus at Rainier Vista or Job Connection at Yesler Terrace, High Point, and Lake City House.

b. Vocational Education Programs / Job Skills Training

c. Apprenticeships or internships

d. High School / ABE / GED Programs

e. ESL Programs

f. Higher Education – college or university.

F. Community Service Activities
1. To verify community service hours residents can utilize the CSR Participation Logs (SHA-102), meeting minutes or other documentation that provides the same evidence of participation as the log.  A signed certification must be provided to SHA by the organization that the resident performed the stated activities.
2. Service verification documents may be sent or taken to the management office at any time during the 12 months, but must be provided to SHA within 30 days of the effective date of the resident’s next Annual Recertification.

3. Staff shall advise residents to keep a copy of their service verification documents for their records.  
4. The original service verification documents shall be kept in the resident file.  

G. On-Site CSR Activities
1. Residents who wish to earn CSR hours for community service in a SHA community must get prior authorization from the SPM or PM.  Staff shall refer to SHA’s policy regarding volunteer services in SHA communities (E10.4-4, Volunteer).

2. Under no circumstances shall SHA authorize or serve as third-party verification for a resident performing CSR activities inside a resident’s unit or with vulnerable populations such as the elderly, disabled or minors.  

3. SHA may serve as third-party verification for residents whose community services involves attending community meetings or participating in a community activity.  To qualify as CSR hours, the meeting or activity must have a minimum of three attendees, and meet one or more of the following criteria:  promote social connections; increase community safety; increase the quality of life for residents.
4. With prior approval from Risk Management and Human Resources, the SPM may authorize volunteer CSR activities such as community clean-ups.  The activity must include a job description, training, safety equipment, supervision and volunteer orientation to be provided by the sponsoring agency. Staff shall refer to SHA’s policy regarding service as a SHA volunteer (E10.4-4).  

5. A community council or resident club may provide third-party verification for council or club meetings and activities.

H. Non-Compliance

1. If at the time of the resident’s Annual Recertification, staff determines the resident has failed to provide the required CSR paperwork for verification of hours for the current year; staff shall issue a written request for the missing verification with a deadline for submission.  Failure to respond to the request shall lead to the service of a 10-day Notice.  
2. For failure to meet the CSR hours of 8 hours per month, staff shall give written notice of non-compliance to the head of household and offer to enter into a “cure agreement” to bring the household into compliance.  The head of household shall be given 10-days to respond.  Failure to respond to the notice of non-compliance shall lead to the service of a 10-day Notice.  

3. If the head of household responds, staff shall draft and enter into a cure agreement (SHA-xx). The agreement should include:

a. The additional number of CSR hours needed to make up the required number of hours.

b. Details of how the missing CSR hours will be earned over the next 12 months or request to remove the non-compliant household member from the lease with verification to document s/he no longer resides in the unit.
c. Request for and granting of an exemption for the non -complying household member, if grounds for an exemption exist.

d. Acknowledgement that the head of household understands the consequence that failure to fulfill the cure agreement will lead to lease termination.

4. Any resident who wishes to grieve their non-compliance status, may request a review by the CSR Review Committee.  Staff shall refer to Exhibit 2.
5. A copy of all paperwork shall be kept in the resident file.
Rescinds L12.7-3 effective 5/1/88
Rev. 6-01-05      language added to clarify exemptions that are lifetime.  Implementation of Community Service and Self-Sufficiency Requirement as mandated by Congress as a part of the Quality Housing and Work Reform Act of 1998.  


