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HOUSING AUTHORITY OF THE CITY OF SEATTLE

MANUAL OF OPERATIONS

SUBJECT:  Admissions Office Accessibility for Persons Who Are Handicapped or Disabled

POLICY: The Seattle Housing Authority’s Admissions Office shall seek to identify and eliminate practices or procedures which may create barriers for applicants who are handicapped or disabled.  In accordance with the Americans with Disabilities Act, Section 504, the Housing Authority will make any reasonable physical and/or procedural changes to accommodate people with handicaps or disabilities.

RESPONSIBILITY:  The Admissions Office manager shall be responsible for the implementation of this policy and carrying out these procedures under the general supervision of the Director of PorchLight.
PROCEDURE:  All persons who apply for any of the programs administered by the Housing Authority shall be given a notice which informs them of SHA’s policy (SHA-1097, Ex. 1) for making reasonable accommodations for applicants with disabilities.  SHA staff will offer assistance to accommodate persons with the following handicaps or disabilities (SHA-968, Ex. 2) 

A. Blind or Visually Impaired.

1. Read written material to the client

2. Provide assistance completing forms

3. Provide large print materials (as available, upon request)

4. Provide material on cassette tape (as available, upon request)

5. Provide alternative format such as Braille (as available, upon request)

B. Deaf or Hearing Impaired.

1. Speak clearly and slowly

2. Communicate by writing

3. Schedule an appropriate interpreter

4. Use the TDD or Washington State Relay Service

5. Provide an interactive video system with instructions (as available)

6. Provide alternative format (as available, upon request)

C. Physically Impaired.

1. Provide clipboards

2. Provide assistance completing forms

3. Increase accessibility and facilitate mobility (i.e. moving chairs, etc.)

4. Offer lower counters for those in wheel chairs (as available)

D. Learning Disadvantage/Mental Health Disabled.

1. Provide assistance completing forms

2. Explain program information

3. Suggest referrals to appropriate agencies for additional assistance

4. Offer alternative format (as available, upon request)

Renumbered from L17.1-4, effective 1/10/96.  Rescinds L10.5-2, effective 6/14/94.  Exhibit’s 2, 3 and 4 have been replaced with the revised and inclusive SHA 968 (new Exhibit 2). Manual Code changed from L10.5 to L17 for all ADA-504 policies.

Rescinds L17.1-4, effective 1/10/96 and renumbered to 17.1-2.  Rescinds L10-5-2, effective 6/14/94.  Exhibits 2, 3 and 4 have been replaced with the revised and inclusive SHA 968 (new Exhibit 2).  Manual Code changed from L10.5 to L17 for ADA-504 policies.


