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PROCEDURES FOR SENIOR PROPERTY MANAGERS

Resident Request for Accommodation or Modification

1.
Resident requests an accommodation.  The request is referred to the Senior Property Manager (SPM) or designee.  Either the resident or the designee completes SHA forms 1003 and 967.  The SPM is responsible for completion, at a minimum of SHA 1003 and forwarding a copy to the ADA/504 Committee Coordinator.  SHA 1003 shall be completed for all requests for accommodation.   In those instances where completion of SHA 967 is appropriate, this form may be completed by the SPM or designee or the resident may elect to obtain the necessary information.  The SPM or designee will provide the form to the resident, if so requested, or will obtain the resident’s signature on the form allowing SHA to receive information from the resident’s health care professional. 


SHA 1003 – Request for Accommodation or Modification


SHA 967  - Professional Verification of Disability and Verification of Need.

2.
The Senior Property Manager or designee reviews documents for completeness and evaluates the request.

a) Does the resident have verification of a disability under Section 504?

b) Is the requested accommodation related to the disability?

c) Is the requested accommodation necessary to fully participate in SHA’s programs?

d) Should SHA provide the accommodation rather than the resident or an agency/service provider?

e) Is this request the least costly, effective option?

f) Does the request require an accommodation OR a physical modification to a unit/facility?

g) Is the accommodation or modification reasonable?

h) Is the accommodation or modification feasible?

i) Can the accommodation or modification be accomplished at the residents current unit, or is a different location needed?

3.
The Senior Property Manager or designee meets with the resident to review the request and determine exactly what is required.  If appropriate, the Maintenance Manager shall be consulted for feasibility and cost.  The SPM or designee may correspond with the health care professional to obtain additional information/clarification, or the SPM may request the resident to obtain additional clarifying information from the health care professional.  If the information is not received within fifteen calendar days, the SPM or designee must follow-up with the resident and/or the health care professional.  At this point, the resident must be notified in writing of the status of the request.  The resident will be informed that a determination on the request for accommodation cannot be made until the clarifying information from the health care professional is received.  

4.
If the request is approved, the Senior Property Manager notifies the resident and the ADA/504 Committee Coordinator.  See exhibit 8 for sample of approval letter.  If the cost of the modification exceeds the authority level of the Senior Property Manager, then the matter is forwarded to the Property Management Administrator for review.  The Director, Housing Operations, shall determine the authority level of the Senior Property Managers.  Any accommodation or modification that exceeds $5,000, shall be referred to the ADA/504 Committee for review.

5.
If the accommodation requires a transfer to a different location or unit, the SPM will prepare and process a Transfer Request as described in SHA’s transfer policies.  These transfers may be processed as emergency medical or non-emergency medical transfers depending on prevailing adverse conditions or barriers.

6.
If the request is denied, then the matter is referred to the ADA/504 Committee for review.  See exhibit 6 for sample of denial letter. 

a) The Committee reviews and evaluates the request.

b) The Committee may correspond with the resident or health care professional to obtain additional information/clarification.

c) The Committee notifies the resident and the Senior Property Manager in writing of its decision concerning the request.

I. If the request is denied, the resident is notified of his/her right to request a hearing before the committee either with or without representation and present any further information the resident wishes the Committee to consider.

II. If the Committee approves the request, the file is returned to the Senior Property Manager with instructions to proceed with the accommodation or modification.

d)
The decision of the ADA/504 Committee is final. 

7.
In all instances, the Senior Property Manager shall have the responsibility for ensuring that all requests are accurately processed in a timely manner and shall inform the resident in writing of the progress of his or her request.  The SPM or designee must keep the resident informed of all actions that are taken in connection with the request.

These procedures are for use by the Senior Property Managers in carrying out their duties and responsibilities as pertains to ADA/504 accommodation requests and may be amended from time to time at the direction of the Director, Housing Operations with the approval of the ADA/504 Committee.  



