SHA MANUAL
Code:
L10.2-1

Admission and Occupancy
Effective Date:
12/01/04


Rev.:
05/01/07


Page No.:
1

Exhibit.:
1

EXHIBIT 1
PRE-APPLICATIONS - GENERAL

PRE-APPLICATIONS

· Families who wish to be considered for SHA housing, in any program, must complete a Pre-Application which enables SHA to put the family on one or more housing waitlists.

· The Pre-Application was created and is maintained by the Communications Specialist at PorchLight. Revised versions of the form will come to staff via their Supervisor.

· The Pre-Application may be given to clients in the lobby, or may be mailed to clients.  It can also be downloaded from SHA’s website at www.seattlehousing.org.

· Completed Pre-Applications will be accepted by PorchLight staff in person, via mail, or via the web. 
1. In general, photocopies of the Pre-App are not accepted by staff except in the case where it is an accommodation for a person with a disability. 

· Out of state families may apply for housing at SHA.  Staff may accept completed Pre-Applications from out of state families.

· Even if a family is already housed by SHA, they may apply for another SHA housing program.  Resident Managers and other employees of SHA are also allowed to apply for any SHA housing program.

· When a Pre-Application is received at PorchLight’s front desk, staff will:

1. Make sure form is filled out correctly and completely

2. Assign the bedroom size for the family

3. DATE-STAMP the form

4. Make a copy of the form for the applicant (only for Pre-Apps submitted in person by the client).

5. a. Tell the family that if they have not received a confirmation letter from PorchLight within six weeks, they should call us to find out why they haven’t received it yet. 
b. Explain the importance of keeping his or her mailing address current.
6. Place the Pre-Application in the designated In-box at the front desk.

· If the Pre-Application is received in the mail, Central Services staff will date-stamp the applications then forward them to the LIPH Admissions Team In-Box..  

1. Housing Specialists will collect the Pre-applications from the In-Box for processing..

· Pre-Apps received online are processed via Ourhouse, then downloaded into MLS upon completion.

· When processing Pre-Apps:

1. If the Pre-App indicates interest in applying for Senior Housing in addition to LIPH process the LIPH according to procedure, and updated MLS to indicate the SSHP waitlists.  

2. If the Pre-App indicates interest in applying for IPM in addition to LIPH, process the LIPH according to procedure and send the “mixed income” flyer with the confirmation letter.

3. If the Pre-App indicates an interest ONLY in SSHP, the Pre-Apps are routed to SSHP via. Interoffice mail.  LIPH Admissions staff do not key pre-apps that indicate ONLY SSHP.
4. If the Pre-App indicates an interest ONLY in IPM/HOPE VI sites, the Pre-App is returned to the applicant, with the “Returned Pre-App” letter and “mixed income” flyer.  (R:\Admission\Forms\Waitlist-Other Forms).  Admisssions staff do not key Pre-Apps that indicate ONLY IPM/HOPE VI. 
PRE-APPLICATION WORKSHOPS

· PorchLight provides automated workshops which show clients how to apply for housing, what housing programs SHA provides, and approximately how long clients will wait for SHA housing.  

1. The workshop is loaded on two computers in the PorchLight lobby.   

· Clients will be encouraged, but not required, to watch an Application Workshop presentation at PorchLight in conjunction with turning in their completed Pre-Application.

· Any client needing assistance with completing a Pre-Application should be directed to the on-call Housing Counselor or encouraged to watch the Workshop presentation.

· Any client requesting an accommodation (because of a disability) to complete their Pre-Application should be directed to the on-call Housing Counselor.

WAITLIST INELIGIBILITY

· If staff discovers that an applicant is signed up for a waitlist but doesn’t meet the criteria to be eligible for that waitlist, a letter must be sent to the applicant explaining the problem and advising them of their options, if any.

a. Staff should send the letter when applicants have not yet reached the top of their waitlist(s).  

b. Staff should send the letter if the applicant has been scheduled for an interview or is in the interview process for another waitlist.
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