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HOUSING AUTHORITY OF THE CITY OF SEATTLE

MANUAL OF OPERATIONS

SUBJECT:   Applicant and Resident Requests for Accommodation(s) and/or Modification(s)

SCOPE:  This policy and procedures shall apply to all federally subsidized public housing programs, and units; and all other non-federally programs and units administered by the Seattle Housing Authority, unless specifically noted. 

POLICY:   In compliance with Section 504 of the Rehabilitation Act of 1973 (504), which required housing agencies to affirmatively ensure that persons with disabilities are given an equal opportunity to participate in the public housing program; and with Title II of the Americans with Disabilities Act (ADA), which was signed into law in 1990, which extended 504’s non-discrimination policy to apply to all activities of state and local governments regardless of whether federal funds are received, SHA will provide reasonable accommodation upon request, subject to the provisos in Section 1 below, to ensure that no otherwise qualified individual with a disability is excluded from the participation in, denied the benefit of, or subject to discrimination under any SHA program.  
This policy affirms the commitment of the Seattle Housing Authority to operate its programs and activities so that, when viewed in their entirety, its housing and other resources are readily accessible to and usable by qualified disabled individuals.  If making a program or activity accessible results in a fundamental alteration in the nature of the program or activity or creates undue financial or administrative burdens, SHA will not take action, but will do whatever is feasible to provide disabled persons the benefits and services of the program or activity. 

IMPLEMENTING POLICY:   SHA will provide reasonable accommodation, upon request, to prevent an otherwise qualified individual with a disability from being excluded from the participation in, denied the benefit of, or subject to discrimination under any SHA program.  The person making the request shall receive within forty-five (45) calendar days a written response from the Applications Manager or Senior Property Manager or designee.  The response will acknowledge the request and will inform the applicant/resident whether or not the reasonable accommodation request has been approved.  The response may also inform the applicant/resident that SHA requires additional information concerning the request before making a decision. 

All applicant and resident requests for an accommodation shall be processed under the provisions of this policy and the sections referenced.

I.   Eviction:  Requests for accommodation submitted after a Notice for Eviction has been served shall be considered under an expedited process.  To the extent possible,  the person making the request shall receive a written response from the Senior Property Manager or designee within fourteen (14) calendar days of the request.  

The administrative procedures outlined in this policy shall not apply after service of an unlawful detainer Summons and Complaint.


II.  Accommodations. Subject to a determination of reasonableness, accommodations may include, but are not limited to the following:

A.
General Facility Improvements:


1.  Site Access - parking, loading zones, paths, ramps, exterior signage


2.  Building Access - entrances, exits, signage, elevators, alarms, lighting


3.  Public Restrooms

4.  Other Services - mailboxes, management offices, etc.

B.
Unit Accessible Features:


1.
Assigned accessible parking (See L12.7-2)


2.
Wheelchair access to specific unit - path, ramp, unit entry, peephole


3.
Accessible Bathroom - accessible sink and controls, grab bars, roll-in shower, hand held shower head


4.
Accessible Kitchen - adjustable counters and cabinets, accessible sink, accessible range/oven and refrigerator


5.
Other Hardware - doors, windows, lights, faucets and appliance controls.

C
Assistive Devices and Auxiliary Aides:  (for example)

1.  TTY/TDD - wiring (resident will provide hardware and maintain)


2.  Flashing Devices - audio and/or visual for smoke alarms, intercoms, and doorbells 


3.  Additional Lighting

D.
Medical Services and Assistive Care:  (for example)

1.
Live-in-Aide (as described in L17.3-1)


2.
Yard Care (may be provided by SHA Maintenance)


3.
Service Animals - Guide dogs, hearing assistance dogs, etc. are permitted in facilities that otherwise do not allow animals.


4.
Kidney Dialysis and other medical equipment – housing of a size and configuration to accommodate such equipment.

E.
Language Interpreters and Translation:  (See L17.2-1)  



All requests for accommodation under part E shall be evaluated under:



Section 17.2-1 Language Interpreters and Translation.

F.
Location Accommodation:  (As identified by the resident).
G.
General Operating Improvements:  (As identified by the resident).


H.
Other:  (As identified by resident)
III. Location Accommodations. There may be qualified individual and families whose needs can only be met by relocation. Current residents whose units cannot be modified or adapted because the work is not feasible or costs are prohibitive shall be eligible for an inter-community transfer or an intra-community transfer. These transfers shall be processed in accordance with Manual Section L12.5-1.

SHA shall only pay for moving expenses when transferring a resident to an “accessible unit” as defined as having mobility-accessibility features, (i.e., roll-in shower, lowered counters, one-level) as an accommodation to the resident’s disability. [24 CFR 8.27]

IV. Impact Property Management.   Staff shall refer to the property’s Management Plan for details of its accommodation policy and procedures.  If the Management Plan does not address accommodation policy and procedures, staff shall default to this Manual Section.

RESPONSIBILITY:   Under the general supervision of the General Counsel, Director of Housing Operations, Director of PorchLight and Deputy Executive Director.  Managers and supervisors are responsible for implementing these policies and procedures.

PROCEDURE:  All requests for accommodation shall be kept in the applicant or resident file.  In addition, a copy of each resident and applicant request shall be forwarded to the Asset Management or designee together with the action taken.  The Senior Property Manager will track all ADA/504 requests.  The Asset Manager or designee will be responsible for insuring that all unit modifications are entered into the MLS database upon completion of each modification.  The Committee Coordinator will prepare and transmit required reports to the US Department of Justice and to HUD.

A.
Applicant Requests.   


1.
The interviewer shall assess the accommodations that the applicant or members of his or her household may require by completing the "Special Unit Requirement(s) Questionnaire" (SHA-968, Exhibit 1).


2.
If the head of household indicates the need for a special accommodation or unit with special features, the interviewer shall verify his or her need by having the applicant sign and authorize the release of information on the "Verification of Disability and Verification of Need” (SHA-967, Exhibit 4).  The interviewer shall submit the form to the appropriate health care professional(s) for completion.


3.
When the application is completed, and the professional verification of need for special accommodation is received, the interviewer shall determine and note in the applicant's file whether there are any special needs and/or barriers and forward the file to the Applications Manager.

4. If the applicant's file is approved, and an accommodation is indicated, the Applications Manager may request expert opinion through a certified agency (i.e., Easter Seal Society, Community Home Health Care) to determine specific requirements for accommodation and/or physical modification.   These assessments shall be stored in the applicant’s file and the file. 

5. When a unit is offered, the applicant will inform the Senior Property Manager or designee if the unit meets the special needs of the applicant or applicant’s family member.  If not, the applicant may refuse the unit and the refusal shall not be counted as a turndown.  After noting the specific needs of the applicant that could not be accommodated by the unit, the Senior Property Manager or designee shall return the file to the Resident Placement Specialist for re-referral.

6. If an applicant accepts an offered unit that meets the applicant’s or family member’s special needs, the Senior Property Manager or designee will lease the unit accordingly.   The resident may request further accommodation to have any remaining barriers minimized or eliminated.

7. If there are no available vacant units that have the necessary modification(s) or feature(s), the Senior Property Manager will review the housing inventory to identify 
potential units that may be modified to meet a specific applicant’s or applicant’s family member’s need.

a. When an appropriate unit is identified for modification, the unit shall be offered to the applicant.  The proposed modifications shall be explained to the applicant.  The Housing Authority shall make an effort to complete the work prior to the applicant’s move in date.

b. The applicant may move into the unit before the work is completed, if the applicant, Senior Property Manager or designee and the Maintenance Manager agree that the work can be reasonably completed while the unit is occupied.

c. If the Senior Property Manager or designee and/or Maintenance Manager believe that the work cannot be completed while the unit is occupied, the Senior Property Manager or designee shall hold the unit for the applicant until it is safe or reasonable for the applicant to move in.

d. If the identified unit cannot be modified to meet the special needs of the applicant or applicant’s family member, the file shall be referred to another appropriate unit.

B.
Resident Requests.


Residents may request an accommodation or physical modification of their unit, the building or surrounding grounds.  The request may be made orally or in writing.  The request should be directed to the Senior Property Manager or designee.  The Senior Property Manager or designee may provide forms for the resident to use; however, no request shall be refused because of a failure to use SHA forms.  The Senior Property Manager or designee may assist the resident in completing the forms.  The Senior Property Manager or designee shall be guided by the Procedures for Senior Property Managers attached as Exhibit 10.


1.
The forms provided by SHA are "Request for Special Accommodation or Modification" (SHA-1003, Exhibit 2) and the "Verification of Need for Unit with Special Features" (SHA-967) authorizing the release of information for the purpose of providing verification of disability and medical necessity for the requested accommodation or modification.


2.
The Senior Property Manager or designee may, at the request of the resident, submit a completed "Request for Special Accommodation or Modification" (SHA-1003) and the "Verification of Need for Unit with Special Features" (SHA-967) to the health care professional for verification and comment.


3.
Once verification is received, the Senior Property Manager or designee may meet with the resident to review the request and determine exactly what is required.  In the event additional information is required, the Senior Property Manager or designee will notify the resident in writing that additional information is needed and will specify the information needed (Exhibit 5).  The resident may elect to contact the appropriate health care provider to obtain the information.  Alternatively, the Senior Property Manager or designee may contact the health care provider and request clarifying information.  If the information is not received within fifteen (15) calendar days of the Senior Property 



Manager’s request (either to the resident or to the health care provider), the Senior Property Manager or designee will notify the resident that the clarifying information has not been received and that the request cannot be processed until the information is received.


4.
Once the additional information has been received and the exact nature of the accommodation determined, SHA will provide the accommodation to the disabled person, unless SHA can document that the accommodation would result in a fundamental alteration in the nature of the program or activity or in undue financial or administrative burdens.  In that event, the Property Management Administrator, Senior Property Manager or designee will consult with the resident to identify alternative accommodations that would enable the resident to receive the benefits and services of the program or activity without the alteration or burdens described above.


5.
In the event of a denial, the Senior Property Manager shall forward the request together with all appropriate correspondences and contacts to the ADA/504 Committee for its consideration.  The ADA/504 Committee will follow its procedures as outlined in Exhibit 9; ADA/504 Committee.


6.
In all instances, the Senior Property Manager shall have the responsibility for ensuring that all resident requests are accurately processed in a timely manner and shall insure that the resident is informed in writing of the progress of his or her request.

C.
Eviction


Requests for accommodation received by staff, when an eviction notice is pending, shall be processed in an expedited manner, in accordance to the procedures above, all eviction proceedings shall cease until a decision is made on the request.

The administrative procedures described in this policy shall not apply after the service of the unlawful detainer Summons and Complaint.  The Senior Property Manager or designee shall return the request with a written response explaining that the request is not subject to SHA’s administrative procedures.  Copies of the request and response shall be retained for the resident’s file and forwarded to the Office of General Counsel.  

D.
Location Accommodations to Meet Residents’ Special Needs


There may be qualified individuals and families whose needs can only be met by relocation.  Current residents whose units cannot be modified or adapted because the work is not feasible or costs are prohibitive shall be eligible for an inter-community transfer or an intra-community transfer (see L12.5-1).  These transfers may be processed as emergency medical and non-emergency medical transfers depending on prevailing adverse conditions or barriers.


SHA shall only pay for moving expenses when transferring a resident to an “accessible unit” as defined as having mobility-accessibility features, (i.e., roll-in shower, lowered counters, one-level) as an accommodation to the resident’s disability. [24 CFR 8.27]


The transferring community’s Senior Property Manager or designee shall negotiate with the resident the details of the move, to include timeframe, moving expenses to be reimbursed, 
including expenses for disconnect / reconnect fees for utilities, cable, and phone service. Moving expenses shall be reimbursed upon receipt of paid billings or invoices from the resident. If the resident is not able to provide a receipt for the moving expense (i.e., paying a friend to help them move), a signed statement from the resident may be accepted. The SPM or PM shall offer SHA’s contracted moving services if the resident does not have the resources to move or if the moving expenses exceed what it would cost SHA to use the contracted moving services. 


The transferring community staff shall process the reimbursement. Staff shall prepare a brief memo explaining the request for reimbursement along with the billings or invoices, attached to the SHA-977(purple form) Request for Expenditure, using the ADA Job Number (HR102 (public housing) or HR104 (SSHP)), the transferring community as the business unit and Sundry account number (419012).


Staff shall refer to Contract #3001, Moving and Relocation Services, for rates for moving and relocation services (contact Purchasing Dept.) and Exhibit 12, for guidance on utilizing SHA contracted moving services. 

When leasing units with special features, the Senior Property Manager or designee shall notify the family in writing that at any time they no longer require the special features in the unit, the family may be asked to move (SHA-1127, Exhibit 11).  If a family is housed in a modified unit that the family does not require, the Senior Property Manager or designee may determine that it is appropriate to transfer the family to a more appropriate unit, for the purpose of meeting the special needs of an applicant or a transferring resident.

1. The Senior Property Manager or designee shall notify the resident or family (in writing) that is housed in a unit with special features that they no longer require that they have thirty (30) days in which to move.  The letter shall also state available options.

2. The resident household shall move at their own expense and shall be required to take the next available unit of appropriate size.

E.
Inventory of Housing Stock


Housing Operations and Asset Management shall regularly evaluate the housing supply against the need for units with accessibility features.  Unit information shall be stored as part of the MLS database so that is readily retrievable.

1. The Asset Manager or designee shall inventory the location of existing modified units, accommodations, adaptive devices, auxiliary aides, etc, and shall enter this information as a part of the MLS database.  The inventory shall be updated on an ongoing basis and as units are added to the housing stock.

2. The Property Management Administrator or designee, the Maintenance Manager or designee and the Asset Manager or designee shall evaluate units for “ease of modification” considering such items as one-story construction, ground level, shower and/or bathtub, ease of access, lawns or parking availability.  This evaluation shall be entered into the MLS database and be updated on an ongoing basis.  

3. Prior to making an acquisition of housing or housing units for SHA, the Asset Manager or designee shall consider the outstanding requests for units with accessibility and the ease of modification of the housing units being considered and weigh those considerations against SHA’s mission of providing decent, safe and affordable living environments for people with low incomes.   

4.
The Asset Manager or designee shall inventory and evaluate new acquisitions as outlined in E1 and E2 above and shall store pertinent information as part of the MLS database so that it is readily retrievable.  

5. When no longer needed, assistive devices and auxiliary aides shall be removed by Maintenance, returned to the general inventory and shall be stored at the appropriate Maintenance facility.  

F.
Index of Forms:  (required for processing all applicant and resident requests)
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�Requests received after  service of a summons and complaint will not be processed by Management.  Management and Legal may consider the request in settling the litigation, but this would be completely outside the  established ADA procedure





Rescinds L17.1-1, effective 7/30/03. Added policy language and procedures to address situations when the resident is under eviction and a request for accommodation has been made.  Eviction section added to policy.


