Operating Supplement #48

11/98

OCCUPIED UNIT ENTRY/UNATTENDED CHILDREN POLICY

A unit may be entered into by  Property Management staff for three different reasons:

1. To conduct an inspection.

2. To respond to an emergency situation.

3. By invitation/request from the head of household.

Regardless of the reason for entry has been made to an occupied unit, if no one is at home, it is mandatory that notification be left to the head of household that LMHA staff  were inside their unit.  The notification form must state the purpose of the entry (Exhibit #1) and be signed by the staff member entering the unit.

If a unit inspection is the reason for entering the unit, and no one is home, you must leave their copy of the entry notice (Exhibit #1) on the kitchen table or counter.  A copy of all such entry notices will be maintained in the resident file folder – left side.

Unit should be checked for occupants and verbally announce entry – “LMHA” – “Housing Authority” – “Management”.  If no one is at home, the doors shall be locked to prohibit entry by individuals who are not members of the household for the safety of staff making the entry.

Under no circumstances is staff permitted to allow any person(s) access into the unit unless the persons identity, by State ID or driver’s license, (if necessary) is confirmed to be the head of household.

If you encounter children left unattended in the unit, the first question to the oldest child shall be “where is your mom/dad?”  If the child does not know where their parent is, it is the responsibility of staff to inquire with the child as to a name and telephone number of an adult relative you can call.  If the child is not able to provide such information Property Management shall contact Children Services Bureau from the unit if a phone is available.  If no phone is available, another staff person should be called to the unit before returning to the management office to phone CSB.  Children should not again be left alone.  Listed below is a guide to follow when determining if Children Services Bureau should be contacted:

· Visible evidence of physical abuse (bruises, burns, cuts, etc)

· Visible evidence of child endangering (no clothing, food, filth, etc)

· Children whose age range from 0 – 7 years old shall never be left alone

· Children whose age range from 8 – 11 years old may be left alone for short periods of time up to two hours but can not baby-sit younger children

· Children who are at least 12/13 years old are considered to be of age responsible to baby-sit younger children and are considered able to be left by themselves up to a six hour period.

While inside an occupied unit, every effort shall be made not to disrupt the integrity of any personal belongings of a resident.

If at any time, regardless if someone is inside the unit or not, if staff  believes their  personal safety may be jeopardized, the unit should be vacated at once.  The safety concern is to be immediately reported to the employees immediate supervisor.

At all times, staff must carry a portable radio. It is advisable that when staff is inside any unit and subject to illegal or suspicious activity, it is imperative you do not react while inside the unit.  Staff should not discuss the matter with the leaseholder at that time.  A conference at the management office shall be scheduled as quickly as possible when advisable and the appropriate follow up action shall be taken in accordance with LMHA’s lease by the Housing Manager.

