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Sample Procedure for Responding to Requests for
Reasonable Accommodation

General Principles

1. The person requesting the reasonable accommodation is usudly an expert in regard to his or her
own disability and the accommodations that may be appropriate. Generdly, we presume that
the information the person provides concerning his or her own needsis accurate and the method
proposed for accommodating those needs is the most appropriate.

2. This procedure for evauating and responding to requests for a reasonable accommodation relies on
a cooperdtive relaionship between us and the applicant/resdent. The process is not
adversaridl.

3. The Request for Reasonable Accommodation Form is designed to help us and applicants/residents.
If an gpplicant/resident does not, or cannot, use the form, we will till respond to the request for
an accommodeation.

4. If the accommodation is reasonable (see Procedure 3 beow), we will grant it (also see 5 below).

5. Where the reasonable accommodation is requested by an gpplicant in order to overcome negéative
information, or by aresdent in order to overcome alease violaion, we will make the following
additiond determinations:
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What is the essentiad impact of the negative information or lease violation? How
seriousisit and exactly how does it impact us?

Does the requested accommodation eiminate, or satisfactorily reduce, the essentia
impact, so that the person can occupy the housing with a reasonable
expectation of success?

If the requested accommodation is reasonable and produces a reasonable
expectation of success, we will grant the request.

6. Reasonable accommodations will be focused on the individud and desgned to address each
person's Stuation.

7. In some cases, reasonable accommodations may be percelved (incorrectly) by non-disabled
resdents as conferring a specid advantage on a person with disabilities, however, we will not
base our decisons on how the decisons will be perceived, but rather on whether the
accommodetion is effective in removing the barriers which inhibit a person with disabilities from
accessing and using the housing program.

8. Communicaions under this policy will be in plain language, in a format appropriate to meet the
communications needs of the person with disabilities. Where the following procedures refer to
written documents this plain language directives shdl gpply and dternative formats will be used
in order to communicate information and decisions to the gpplicant or resident.

9. Any meetings required by this policy will be held in an accessble location.

Procedure 1 - Communication with applicants and Resdents

1. All applicants will be provided the Request for Reasonable Accommodation Form ("Request
Form™) at the time of application.

2. All residents will be provided the Request Form again at the time of recertification, upon notice of
lease violation, and upon request.

3. We will respond in writing to al Request Forms and, if gppropriate, use an dternative format
intelligible to the person making the request.
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4. All decisons to grant or to deny reasonable accommodations will be communicated in writing (in
the appropriate format as noted in 3 above).

Procedure 2 - Sequence for Making Decisions
1. Isthe gpplicant/resdent aqudified "individua with handicgps'?

@ If NO, we are not obligated to make a reasonable accommodation, and we may deny the
request.

(b) If YES, goto step 2.

(© If more information is needed, ether write for more information using the sandard Request
For Information letter, or request a meeting using the standard Request For Mesting
|etter.

2. Isthe requested accommodation related to the disability?

@ If NO, we are not obligated to make the accommodation, and we may deny the request.

(b) If YES, goto step 3.

(© If more information is needed, either write for more information using the sandard Request
For Information letter, or request a meeting using the standard Request For Mesting

|etter.

3. Isthe requested accommodation reasonable? We will make this determination by following Policy
3 - Guiddines For Determining Reasonableness.

@ If YES, we will approve the request for reasonable accommodation. A written description
of the accommodation will be prepared and included in the approval |etter.

(b) If No, we may deny the request. Denid will be made in writing.
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(© If more information is needed, ether write for more information using the sandard Request
For Information letter, or request a meeting using the sandard Request For Meeting
|etter.

Policy 3 - Guidelinesfor Deter mining Reasonableness

1. In accordance with Principle #1, in most instances we will accept the judgment of the person with a
disability that an accommodation is needed. However, we retain the option to require the
person with disabilities to show the need for an accommodeation to enable him/her to access and
use the housing program.

2. In accordance with Principle #1, in most instances we will accept the judgment of the person with
disabilities that the requested accommodation is the most appropriate for him or her. However,
we retain the option to invedtigate dternatives to the requested accommodation, and/or
dternative methods of providing the requested accommodation.

3. If anumber of potentid accommodations will satisfy the needs of the person with disabilities (are
equdly effective), we retain the option to sdect the accommodation which is most convenient
and cost-effective for us. This includes the option to sdect a change in procedure or palicy,
rather than to make a structural change , when the procedure change would be equally effective.

The following steps refer to requested accommodations which are needed, and which represent the
most appropriate means of accommodating the disability:

4. Does the requested accommodation congtitute a fundamental dteration? If so, we will deny the
request. (Note: See chapter 5 of the report for a discussion of fundamental aterations.)

5. Does the requested accommodation creste undue financid and adminigirative burdens for us? If so,
we will comply with the request only up to the extent that we can do so without cresting undue
burdens. (Note: See Chapter 5 of the report for a discussion of undue burdens.)
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