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HOUSING AUTHORITY OF THE CITY OF SEATTLE

MANUAL OF OPERATIONS

SUBJECT:  Resident Transfers

SCOPE:  This policy shall apply to all Seattle Senior Housing Program units administered by the Seattle Housing Authority, unless specifically noted.

POLICY:  It is the policy of the Seattle Senior Housing Program to provide resident transfers between units, and developments to avoid over-crowding and to obtain the optimum use of its’ limited housing resources.  

IMPLEMENTING POLICY:

There are five (5) types of transfers:

1. Medical and ADA-504 Transfers - See the definition and criteria as outlined below.

2. Overhoused Transfers - See the definition and criteria as outlined below.

3. Underhoused Transfers - See the definition and criteria as outlined below.

4. Resident Transfer Without Cause – See the definition and criteria as outlined below.

5. Manager Decision Transfers - See the definition and criteria as outlined below.

A. Definitions.  
1. Medical Transfers: a request that represents a health-limiting or life-threatening situation that requires a relocation to alleviate the situation.  

2. ADA-504 Transfers: a request for accommodation of a resident’s medical condition or disability that requires a relocation to eliminate a major barrier to the enjoyment of the premises.    
3. Overhoused:  a change in the household composition that reduces the number of family members resulting in the unit size being no longer appropriate according to SHA’s occupancy standards (see L12.1-1).  

4. Underhoused:  a change in the household composition that increases the number of family members resulting in the unit size being no longer appropriate according to SHA’s occupancy standards (see L12.1-1). 

5. Resident Transfers Without Cause:  a request to transfer within or between buildings without establishing a valid reason once meeting the established criteria.
6. Manager Decisions Transfers:  a request at the discretion of the Senior Property Manager based on the interest of the household, community and / or SHA.

B. Overhoused and Underhoused

1. Overhoused - SSHP, in responsibly managing its housing stock shall place households in the smallest unit for the number of persons in the family.  If a smaller unit is required due to the household size, a transfer will be mandatory and initiated by SSHP management.  A household who is required to move to a different size unit shall be entitled to a 30-day notice of such move in accordance with the lease provisions.  

2. Underhoused – Resident initiated request.  Residents who seek to add members to their household (other than the birth of a child) must first request SSHP’s approval before allowing the new person to reside in their unit.  With SSHP’s approval to add a new member to the dwelling lease, the household may qualify for a transfer to a larger unit.  

C.
Medical, and ADA-504 Transfers

1. Medical – residents who request a medical transfer must submit documentation that thoroughly describes why a change in environment is needed including a statement of support by a health care professional. The transfer request shall also indicate the benefits that will be enjoyed by moving or describe how the situation which motivated the request will be corrected.  

2. ADA-504 – residents who request an ADA-504 transfer must submit documentation, which thoroughly describes the accommodation, required to accommodate their disability.  The request will be evaluated based on several factors, including but not limited to how the requested relocation is related to the resident’s disability, is the relocation necessary, is it reasonable, does the request require relocation or can a physical modification to the unit or facility be made.   (See L17.1-1)

D. Resident Transfer Without Cause

Each resident shall have an opportunity to transfer once only – after five years of satisfactory and continuous occupancy (in one unit) – either within a building or between buildings without establishing any reason other than a desire to change units.  In addition to charges for damage to the unit in excess of normal wear and tear, there will be a fee charged to cover administrative costs and for preparing the vacated unit for re-occupancy.  

Criteria:  

1. Lived in their current unit for at lease five (5) continuous years

2. Have had no eviction notices for late payment of rent in the past four (4) years prior to the request

3. Have had no significant, substantiated complaints from other residents or the public regarding the resident’s behavior during the past four (4) years

4. Have a record of satisfactory maintenance of their unit during the past four (4) years as evidenced by annual and special inspections (unit is clean, orderly, and free from resident-caused damage or excessive wear and tear)

E. Manager Decision

1. If a unit is uninhabitable due to damage caused by fire or water; or other health / hazardous conditions (mold) and cannot be put back into habitable condition within five (5) working days the Senior Property Manager may consider a permanent relocation of the household.  If however, the damage is a result of intentional, reckless or negligent acts on the part of the family or their guests, relocation is not an option and eviction actions shall be initiated in accordance with the provisions of the lease.  

2. If a resident testifies in a legal proceeding to assist SHA, Seattle Police Department or other law enforcement agency; and if there is reason to believe that having done so would put the resident and or any of the members of the household at risk and if it is also reasonable to believe that a new location would remove such a threat, then the Senior Property Manager may consider a transfer.

3. If an accessible unit is occupied by a household that does not require the accessible features and an applicant or resident is identified with such a need for the accessible features, the Senior Property Manager shall transfer the household to another appropriate unit, making the accessible unit available for the applicant / resident in need.

4. Modernizations, extensive rehabilitation of a unit(s) or other good cause shall be sufficient reason for the Senior Property Manager to transfer residents given that adequate notice and other criteria are met.  

F. Provisions

1. Emergency, ADA, and Medical transfers shall be placed as priority above under and over housed transfers, transfers without cause and new applicants.

2. The resident will be required to have an inspection of his/her unit prior to approval of the transfer by the SSHP management staff.  

3. Generally, the following criteria shall be applied to all transfers, with the exception of mandatory transfers:  

a. have lived in their current unit for at least one year;

b. have had no rent delinquencies for a period of six (6) months prior to the date of request for a transfer; 

c. have not had more than one substantiated complaint for a period of six (6) months prior to the date of request for a transfer; and

d. have maintained the unit according to satisfactory housekeeping standards.  

4. If, during the interim between approval of a transfer and its actual implementation, the resident's occupancy record does not conform to the standards set forth above, the Senior Property Manager may cancel the transfer request or impose a probationary period of up to six (6) months.  During this period, the transfer is held in abeyance, giving the resident the opportunity to demonstrate his or her willingness and ability to comply with the above criteria.  Failure to comply during the probationary period shall result in cancellation of the transfer request.  Thereafter, the resident may initiate a new request once all stated criteria are again met. 

5. Upon transfer to a new unit, the security deposit shall be increased to the current amount charged new residents for the same size unit.  

6. Residents who fail to comply with the timelines established by SSHP for transferring and removing his/her personal property from the unit shall be responsible for all damages to his/her property in addition to being subject to a fee.  If after seven (7) days after signing the lease for his/her new unit, the resident does not return the keys to the transferring community, the resident’s unit may be declared abandoned and all items remaining removed from the unit in accordance with Manual Section L12.7-1.

7. Each resident will be offered not more than two units that meet the criteria of their transfer request.  A resident may decline the offer of a unit with “good cause” only.  The refusal of a second unit, regardless of the reason, shall result in the cancellation of the transfer request.   

PROCEDURE: 

RESPONSIBILITY:  The Director of Housing Operations shall have responsibility for the administration of these policies.  The Senior Property Manager in Housing Operations shall be specifically delegated the day to day responsibility for implementing these policies and carrying out the following procedures.
A.
Processing Transfer Requests:  

1. For resident initiated transfer requests, the resident shall submit his or her transfer request, (Exhibit 1 SHA-1035) in writing to the management office where the resident currently resides (transferring community) stating the reason for the transfer, along with any required documentation to support the transfer request. Upon receipt of the resident’s SHA-1035, management staff shall review the request and ensure the necessary documentation has been provided to support the requested transfer.  If documentation is missing or unclear, management staff shall initiate communication with the resident to obtain the needed information or clarification.

2. For all transfer requests (except emergency transfers), a pre-transfer housekeeping inspection shall be scheduled and conducted by the management staff.  The pre-transfer housekeeping inspection shall be recorded on the SHA-617-SSHP (Exhibit 2), Apt. Inspection Form and signed by the management staff.   If the pre-transfer housekeeping inspection results in a determination that damages are present which must be corrected at the resident's expense, the resident shall be required to pay those costs prior to signing the new lease.  If the annual inspection has been conducted within the past ninety (90) days, a pre-transfer housekeeping inspection is not required.  A copy of the pre-transfer housekeeping inspection form or annual inspection shall be attached to the transfer request.



For emergency transfer requests, a pre-transfer housekeeping inspection shall be conducted unless it will delay processing of the transfer request.

3. Within ten (10) business days of receiving the SHA-1035 and all documentation, the management staff shall prepare an SHA-15, Transfer Request (see Exhibit 3) and log the request on the access database.  The Transfer Request shall fully describe the reasons given by the resident for requesting a transfer and shall indicate on the Transfer Request a summary of the resident's occupancy record, including the results of the pre-transfer housekeeping inspection.  

4. Management staff shall submit the completed SHA-15 and all documentation to the Senior Property Manager for review.  The Property Manager and Senior Property Manager signs the request as recommended or not recommended after reviewing the resident file and information provided.  The Senior Property Manager shall submit the original SHA-15 to the Property Management Administrator with all documentation attached.  A copy shall be kept in the resident’s file.

5. The Property Management Administrator reviews the request and documentation and either approves, denies or returns the request for more information, except in the case of "ADA-504" requests.  All denied ADA-504 requests shall be submitted for review by the ADA Committee in accordance with Manual Section L17.1-1.  

6. If the request is approved, the Area office shall inform the resident in writing of the decision and the transfer access database is updated.  

7. The original SHA-15 and all documentation and a copy of the letter shall be sent to the SSHP management office.  The Area Office shall retain a copy.  

8. If the request is denied, the Area office shall inform the resident in writing of the decision (see L12.5-1, Exhibit 6), update the transfer access database and return the original forms to the SSHP management office to be placed in the resident's file.  

9. If denied, the resident may request to review the denial with the Senior Property Manager. 

B.
Processing 

1. Building specific approved transfer requests shall be referred to vacancies by date of approval  as appropriate bedroom size or units with requested features become available.  ADA, and medical transfers shall be placed as priorities above under and over housed transfers and new applicants.  

2. Next available approved transfers shall be tracked for placement by the SSHP management office.  Residents will be referred to vacancies by date of approval as appropriate bedroom size or units with requested features become available.  Management staff shall monitor available vacancies for possible placement. Emergencies, ADA and medical transfers shall be placed as priorities above under and over housed transfers and new applicants. 

3. Transfer Without Cause, if approved management staff shall arrange with the resident for the payment of the administrative fee.  The administrative fee must be paid in full prior to transferring.   The fee is $200.00, to be reviewed annually.

In MLS:

· Charge a Tenant

· Bill code - #0012

4. Completed transfers and cancellations shall be updated as they occur on the transfer access database by management staff.  Each month a status report shall be run from the transfer access database and reviewed by the Area office for audit purpose. 

5. When staff is unable to locate an appropriate unit in a reasonable time frame, consideration on a case-by-case base may be made to pursue placement in another program.  A transfer between programs does require the approval of both administrators for each program.  If approved, management staff shall work with that program to initiate placement.

C.
Understanding "Good Cause."


If a resident declines the first unit offered with “good cause”:

a. Community / portfolio specific transfers shall be retained by the management staff for referral to a second unit.  

b. Next Available transfers shall be returned to the originating portfolio for referral to a second unit.

c. The refusal of a second unit, regardless of the cause, shall result in the cancellation of the transfer request.  Management staff shall update the transfer access database accordingly.

D. Changing or Canceling an Approved Transfer Request

When circumstances change which warrants cancellation of the transfer; or if there is a change in the required bedroom size, location or other condition, the management staff shall complete and submit a Change of Transfer Status, SHA-1131 (see Exhibit 4), to the Senior Property Manager for review and signature as recommended or not recommended.

The management office shall keep a copy of the SHA-1131 for the resident’s file and routed the original to the Property Management Administrator for approval / denial.  The Area office shall send a letter to inform the resident of the cancellation or change in status.  A copy of the letter and original SHA-1131 shall be returned to the SSHP management office for recording and placement.  The Area office shall update the transfer access database.

The resident shall be informed of his/her right to request an informal hearing to review SHA's decision.

E.
Non-Compliance of Transfers Requested by Community Management.


If management has initiated the transfer AND if the resident is unable to be contacted to view a unit or if he/she refuses the unit, the management staff will pursue the issue as a lease violation.

F.
Placement.
1. Any repayment agreements must be cancelled prior to the transfer of the resident’s account on MLS.

2. When the keys are turned in, management shall have the unit inspected as a vacate.  All transfer charges are entered on MLS.

In MLS:

· See “Transfer Checklist: Sending Community” located on the r drive under Manual L. Forms – MLS.

3. Failure of the resident to return keys within five (5) calendar days shall result in the management staff entering a resident fee, at the rate of $10.00 per day, for each day keys are not turned in up to a maximum of seven days. (See Exhibit 5, SHA-1129). 

4. If the keys have not been returned after seven (7) calendar days from the agreed upon vacate date, the management staff shall determine if the unit has been vacated / abandoned by contacting the resident, or by checking the unit.  

5. If the unit is determined vacant / abandoned, the management staff shall notify the resident in writing that maintenance has been directed to change the unit’s locks and remove any personal items remaining in the unit declaring the unit abandoned in accordance with Section L.12.7-1.  Upon emptying the unit, management staff shall process the vacate information.

6. The management staff shall prepare a "transfer file" to be kept at the transferring building, which includes a copy of the most current:

a. SHA-15, Transfer Request and documentation, 

b. SHA-1129, Statement of Understanding

c. SHA-50, Dwelling Lease,

d. MLS Rent Calculation Worksheet,

e. Vacate Inspection sheet, and 

f. Closing Statement. 

7. At the transfer leasing appointment:

a. the resident signs a new dwelling lease, with an effective date of the 1st day of the next month.

b. staff completes and has the resident sign a Rent Calculation Worksheet that reflects the new utility allowance.  One copy is given to the resident and a copy is kept in the resident’s file.

c. staff the transfer on MLS – move-out.



In MLS:

· See “Transfer Checklist:  Receiving Community” located on the r drive under Manual L, Forms – MLS.

d. the resident signs the SHA-1129, "Statement of Understanding for a Transferring Resident" (see Exhibit 5).  

8. The management staff shall make any payment agreements necessary to collect charges from the transferring community.

G. Responsibilities of Finance and Administration

Transfer to another program:  Finance and Administration shall handle this type of transfer as a “move-out” and “move-in” and a closing statement is generated for the transferring community.  The transferring community must notify Accounts Receivable for the transfer of account information from the old unit’s to the new unit’s account.  Documentation of the approved transfer shall be provided for Finance and Administration’s records.

Rescinds

R:\Manual-L\L15  SSHP Policy and Procedures\L15-5-1.doc
Rescinds L15.5-1  5/17/02 in it’s entirety. 


