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THE HOUSING AUTHORITY OF THE CITY OF GREENWOOD, MS

111 EAST WASHINGTON STREET/P.O. BOX 1847

GREENWOOD, MS 38935-1847

Telephone (662) 453-4822/Fax (662) 455-3547

WELCOME

The Greenwood Housing Authority and the Management Staff welcomes you to your new home and wishes you pleasant residency in your unit.

The purpose of this booklet is to explain what you can expect of us and what we consider your responsibilities.  Please read this booklet carefully and if you have any questions, feel free to contact your Manager during office hours.  We hope that you will enjoy your new home and community.

Your Manager is your contact with the Housing Authority.  Feel free to come in and see these representatives about your problems and those of the project.  The Manager is willing and eager to help you in any way, as well as the office personnel at the Central Office, 111 East Washington Street, Greenwood, Mississippi 38930.

         

   Sincerely Yours,

  THE HOUSING AUTHORITY OF 

         THE CITY OF GREENWOOD

DIRECTORY

MANAGEMENT OFFICES

Manager         Ms. Deneidra Johnson



Phone   453-4822, ext. 103  

Manager         Ms. Shelonda Spratt_



Phone   453-4822, ext. 104 
HCVP Manager   Ms. Angela Ivory_



Phone   453-4822, ext. 107 



Maintenance After-Hours  Emergency
Phone
453-4822, ext. 111
OFFICE HOURS



Monday through Friday-7: 30 a.m. until 4:30 p.m.



Closed 12:00 Noon-1:00 p.m.

CENTRAL OFFICE



111 East Washington Street, Greenwood, Mississippi   38935-1847



Telephone: 453-4822

CLOSED


Saturdays, Sundays and the following Holidays:


New Years Day


Dr. Martin Luther King, Jr., Birthday


President’s Day


Memorial Day


Independence Day


Labor Day 

Columbus Day


Veteran’s Day


Thanksgiving Day


Christmas 

IN CASE OF EMERGENCY WHEN OFFICE IS CLOSED, CONSULT EMERGENCY LISTING POSTED ON THE DOOR OF EACH OFFICE.

IN CASE OF FIRE- DIAL 911

POLICE- DIAL 911

MAILING ADDRESS

GREENWOOD HOUSING AUTHORITY

P.O. BOX 1847

GREENWOOD, MISSISSIPPI   38935-1847

RESIDENT’S HANDBOOK

GREENWOOD HOUSING AUTHORITY
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1.
PURPOSE OF THE RESIDENT HANDBOOK

This Resident Handbook, containing rules and regulations referred to in your dwelling lease has been compiled for your convenience and information.  Its purpose is to answer the questions that commonly rise in the minds of residents after occupancy.  Its aim is to make the relationship between Management and Tenant cordial, cooperative and friendly.  It is the desire of the Authority to provide you with all possible information regarding those services which contribute to your comfort and protection, and toward that end, this Handbook gives information regarding those services which contribute to your comfort and protection, and toward that end, this Handbook gives information about the development, your home and community.  It discusses your responsibilities, privileges and opportunities.  Please keep it handy for ready reference and when you move RETURN the Resident Handbook with your key to the Authority.

2.
PUBLIC LOW-RENT HOUSING IN GREENWOOD
Renting a home in a public low-rent project is not much different from renting a home elsewhere.  You enjoy all of the privileges of peaceful possession.  You have the responsibility of paying your rent, maintaining your home and conforming to the usual rules of sanitation, decency and consideration for the rights of your neighbors.  Public Housing in Greenwood is different from privately owned housing in these respects:

A.
It is owned and operated by the Greenwood Housing Authority, a non-profit municipal corporation.  Its officials are five citizens who serve as commissioners without salary. 

B.
It is subsidized by the Department of Housing and Urban Development, an agency of the Federal Government.

C.
Rent is based on Gross Family Income and family size.

D.
Residency is limited to those families within established income limits.

E.
The family composition and total family income is reviewed at least once each year.  Reviewing will be done by the Authority in accordance with the United States Housing Act.

F.
A resident is required to transfer to a larger or smaller unit due to change in family composition or ages of children in accordance with the Authority’s established rules.
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READ YOUR LEASE

3.
OUR UNDERSTANDING

As all good business relationships are based upon mutual trust and understanding, it is important that there be a statement of Mutual Responsibilities to avoid any misunderstandings.  The Authority is the place you can depend upon the correct information about the neighborhood.  Rumors can never be depended upon to be accurate.  If there should be any questions, don’t hesitate to call upon the Authority for the real facts.  Read your Lease.

YOU SHOULD EXPECT THE AUTHORITY:

A.
Adequate maintenance and reasonable service is necessary for repairs.

B.
Courteous and prompt consideration of requests for repairs, adjustments, and all matters pertaining to the comfort, safety and welfare of yourself and your family.

C.
Cooperation and assistance in developing programs for the betterment of the community.

D.
Fair and impartial treatment to all alike.

AUTHORITY SHOULD EXPECT FROM YOU:

A.
Prompt payment of rent and other charges.  All rent due no later then the tenth of the month.  Late charge fee does not excuse the lateness of rent.

B.
Promptly notify the Authority of any changes in family composition, new employment, or unemployment of family members.

C.
Strict observance of all rules and regulations now in effect or which may hereafter be adopted by the Authority.

D.
The fullest cooperation with the Authority and your neighborhoods in keeping the play areas and other public space neat and attractive and in protecting play equipment, benches, tables, fencing, trees, shrubbery, vines, etc. in these areas.

E.
Prompt reporting of any property damage or defect of any nature in building or equipment to maintenance.

F.
Consideration for your neighbors and your community. Remember that your home is first judged by your neighbors from its outside appearance and your 
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fellow citizens in the community judge the entire neighborhood by what they see outside when passing through or around your neighborhood.

G.
A careful reading of your Lease, this handbook and any other future mail or bulletins from the Authority when delivered to your home.

HOW YOUR RENT IS FIGURED

Each family is assigned to the size home needed on number of persons, their ages and sex.  There is no difference in rent because you have a larger or smaller unit as long as you are eligible for continued occupancy.  The amount of rent you pay is based upon your gross family income annually, and is also related to the number of minor children. 

The total amount of rent and other charges collected from all of the residents, together with the amount of Federal subsidy which is limited by law, must be enough to operate the neighborhood, pay the interest and retirement of bonds due each year.  To keep rent low, the cost of the operation must be kept down.  The better care you give your home and grounds, the lower will be the cost of maintaining the neighborhood.  Extra services, wasted utilities or unnecessary repairs over a period of time will simply result in higher rent.  It is therefore important for all to work together.  Every family will be able to think of ways to help in keeping low costs, such as:

A.
Shutting off faucets so they don’t drip, and reporting leaky faucets to maintenance immediately.

B.
Turning off lights when no one is in the room.

C.
Shutting off the gas when not in use and not using the oven for heating because it is costly and dangerous.

D.
Teaching children respect for property, and giving them reasons, which they can understand and appreciate for good care of the home.

SECURITY DEPOSIT

Each family is required to pay a Security Deposit of One Hundred Fifty Dollars ($150.00) as provided for in your dwelling lease.  This Security Deposit is to be refunded to you without interest upon vacating your unit, providing that all rent and other charges, if any, are paid, and provided that the family has complied with the requirements of the Lease upon vacating the home, and has given the Authority fourteen (14) days prior notice of the intention to vacate, in writing.  Each home is carefully checked immediately for following move-out to determine if there is any property damage and whether or not the resident has complied with the provisions of his lease.  If walls, ceilings, floors, equipment, etc., are not left clean by the family moving out, the Maintenance Department will be required to do the cleaning work, for which they will be allowed the Security Deposit or such part thereof as is necessary to complete the work. 
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6.
RENT PAYMENT

The terms of your Lease provide that rent is to be paid in advance on the first day of the calendar month.  Upon payment of rent, your Lease automatically renewed for each succeeding month.

The resident may terminate the Lease at any time by giving the Authority fourteen (14) days prior notice in writing.  Said Notice to state the definite moving date.  The Authority may terminate tenancy for non-payment of rent by giving the resident fourteen (14) days prior notice in writing, or the Lease may be terminated within thirty (30) days, with notice, after any other violation where the health or safety of other residents or management personnel is threatened, the period may be less than thirty (30) days.

Your lease provides fourteen (14) additional business days of grace for full payment of your rent account, including charges, if any, for service of property damage.  Should the resident fail to pay his/her rent before the twenty-fourth (24th) day after it is due, eviction proceedings shall be filed against the resident.

In a rare case, when the Authority determines there is a real emergency, beyond the control of the resident, which makes it impossible for him/her to pay the rent, the Authority may consider approving an extension of time, based on the circumstances involved and his/her past rent paying record.

The resident shall pay promptly when billed for any property damage or service charge.  Such charges are posted to his/her rent account and are designated as additional rent.  A late charge of $10.00 will be added to unpaid rent on the 11th of each month.

7.
POLICY CHANGES

Don’t listen to rumors.  If you hear of new regulations that may affect you, talk it over with your Manager.  Always go to your Manager if you have an idea, which can make your neighborhood a better place to live.  We welcome all suggestions.

8.
FAMILY CHANGES

Your family size and how much you earn determine the cost of your rent.  Report all marriages, births, and deaths to the Authority.

9.
TRANSFERS

A change in the size of your family could mean that you may need a larger or a smaller housing unit.  Your Manager may ask you to move to a more suitable housing unit.
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Moving your furniture will be your cost.  There may be a time when a transfer is necessary.  But another housing unit is just not available.  In that case, you will be placed on a waiting list and moved as soon as possible.

10.
(BLANK)


(LEFT BLANK INTENTIONALLY)

11.
ABSENCE FROM HOME

The resident will be held strictly responsible for protection of property during absence from home.  Residents should arrange with a neighbor, if away over night, to look after the home for them.  Residents should report to the Authority if they plan to be away for an extended period of time.  (Two (2) or more weeks).

12.
ANNUAL AND INTERIM REVIEWS OF FAMILY INCOME

Since the neighborhood was built to help families of low-income, and to meet the requirements of the United States Housing Act, the management must re-check your family composition and income at least once each year, as provided for in your Lease.

It is necessary for the Authority to know the current rate of pay and the past twelve month’s earnings for all members of the family who are working now, or have been employed during the past year, and the same information on any and all other sources of income, such as pensions, bonuses, tips, etc.  Any changes in your family income or in the number of persons living in your home must be reported to the office at the time such changes occur.

To help the Authority in making this review, you should keep a complete record of all employers, if more than one, the rates of pay and the total income received by all members of the family from all sources.  Such a record will provide accurate information and will help to expedite the interview.  All information is verified with the employer or other sources by the Authority.

The Authority may re-examine such information periodically for the purpose of determining rent adjustments.

Failure to report increases in family income promptly will mean that you will have to pay back rent, and that you have violated the terms of your lease which may result in penalty or possible cancellation of your lease.

Your Lease provides for automatic cancellation in the event of any misrepresentation by the resident in submitting information to the Authority in regard to income, family composition or for failure to furnish said information when requested to do so.
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13.
MOVE-OUT OBLIGATIONS OF RESIDENTS
A.
Inform the Manager at least fourteen (14) days in advance by coming to the Authority Administrative Office and completing an “Intent to Vacate Notice Form” which will be considered as your written notice, providing you state a definite date for vacating the home.  If proper notification is not given, the lease will run for 14 consecutive days upon advisement or discovery of move unless unit is rented prior to the expiration of the 14-day period.

B.
Make sure that dwelling and equipment are left clean and in good condition.  If there is any question, check with the Manager before moving.  Any damage to property, including shades, screens, doors, glass, decals, equipment, etc. will be billed to you.  If vermin are left behind, a service charge will be made for spraying.

C.
Remove all furniture, furnishings, papers, cartons, boxes, bottles, and debris of every kind from the home, leaving it clean and presentable to the incoming resident.

D.
Wash all walls, ceilings and trim within one (1) one week prior to the surrender of the premises.

E.
Clean all floors thoroughly on the day of such surrender.

F.
Wash and clean the bathroom fixtures, sink, range and kitchen cupboards, in a thorough manner on the day of such surrender.

G.
Turn all keys in at the Authority’s Administrative Office personally.  Do not leave keys in the home or with some neighbor.  The home is not considered vacated until keys are turned in at the Authority’s Administrative Office.

In the event that a resident vacates his/her dwelling without having done the things referred to above, to the satisfaction of the Authority, the resident’s security deposit, or as much thereof as may be necessary to cover the cost involved, will be retained by the Authority.

Your record will be much better if you fulfill these obligations upon vacating your home.  

14.
OCCUPANCY-WHO MAY LIVE YOUR DWELLING

Only the persons who make up your family and whose names are shown on your 
application are allowed to live in your home.  Therefore, it is necessary to report 
to the Authority any births, deaths, marriages or other changes that may occur in 
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the family composition.  UNDER NO CIRCUMSTANCES IS ANY RELATIVE OR GUEST PERMITTED TO MOVE IN WITHOUT THE PRIOR APPROVAL OF THE AUTHORITY.  No transfer are made from one size unit to the same size 

unit except for reason of health condition or which meet the approval of the Authority.

15.
USE OF DWELLING

Your dwelling is rented to you as a private home and it shall not be used for any type of commercial purposes.  No commercial signs of any kind shall be displayed in or around your dwelling.  Resident is prohibited from assigning his lease, subleasing or transferring possession of the premises, giving accommodation to boarders or lodgers or permitting the use of the premises for any other purpose than as private dwelling solely for the resident and his family as named to the Authority in the Lease.  Visits of relatives and friends will be strictly limited to two (2) weeks and in case prior registration must be documented in the Authority’s Administrative Office.

16.
RIGHT OF AUTHORITY

The Authority shall have the right to enter the resident’s premises during all reasonable hours to examine the same or make such repairs, additions or alterations as may be found necessary, or to show the premises for re-leasing also for the purpose of removing placards, signs, fixtures, alterations or additions in the premises which are in violation of the resident’s lease or the conditions of occupancy.

The Authority shall have the right, without further notice, to dispose of any personal property left on the premises or in the neighborhood by the resident after he/she vacates the premises.

All personal property placed in the premises shall be at the risk of the resident or owner of such personal property.  The Authority will not be responsible for any damage to such personal property.  The Authority will not be responsible for any damage to such property from any cause.  Resident shall carry insurance if they which to be protected from loss, such as resulting from fire, wind, etc.

17.
PETS

A resident will be allowed to keep or maintain a pet on the leased premises of the Housing Authority of the City of Greenwood, MS, seeing-eye dog being an exception.

All pets must be approved in advance by the GHA management.
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18.
MAIL DELIVERIES MUST HAVE CORRECT ADDRESS

If you did not fill out a “Change of Address” card at the Post Office before moving into your present home, please do so at once so that you will receive your mail promptly.

19.
KEYS AND LOCKOUTS
If door keys are lost, a new key may be purchased through the Authority.  If you are locked out during regular Office hours, call Maintenance.  If a lock-out occurs after regular Office hours, use the emergency number.  A service charge of not less than $4.00 will be made for non-regular hours service.

20.
FIRE ARMS AND AIR RIFLES

Firing of fire arms and air rifles on neighborhood grounds are prohibited.  Violation of rule will mean eviction of family.

21.
AUTOMOBILES

You should park your automobile in your assigned parking area.  Washing automobiles in your yard is not permitted.  Only minor repairs on automobiles that do not involve contact with a liquid substance such as motor oil, transmission fluid and gasoline are permitted within the neighborhood.

22.
JUNK


No junk, dilapidated household goods, such as old beds, mattresses, chairs or boxes, papers, cartons, etc., will be permitted in the yards or other premises.  It is your responsibility to dispose of all such items by having them hauled away.

23.
JUNK CARS


If your car has outlived its usefulness, please do not leave it in the neighborhood.  
Junk cars will not be tolerated.

24.
REQUEST FOR MAINTENANCE SERVICE
All “request for service” are to be made at the Maintenance Office in person, or by telephone.

25.
CHARGES FOR SERVICE OR PROPERTY DAMAGE

No charge will be made for normal wear.  However, charges will be made for damages to ground, buildings or equipment due to your carelessness, indifference or neglect.  You are completely responsible for damage to the premises inside or outside of your home, including the lawn area assigned, trees, shrubbery, vines 
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and fencing.  If anyone living in the neighborhood damages your property, you should collect the charge made to you from them.  Should they refuse to pay it, perhaps the Authority can help you.

If you follow the suggestions contained in this Handbook, taking care of the property as if it were your own, you will seldom, if ever, receive any charges.

Items of property damage or service which most commonly occur, and for which the resident is charge a portion or all of the cost, are listed below and will be posted on the bulletin board or kept on file in the Authority’s Administrative Office.

Broken windows or doors; defacing walls or equipment

with decals, crayons, etc; damaging paint and strong

solutions; infestations; cracked or clogged toilets, sinks,

lavatories and tubs; lost keys; lock-out; damaged

mailboxes; improper handling of garbage and other

waste materials; broken limbs on trees and shrubbery;

hole in walls or doors; and failure to leave premises clean 
      when vacating the home.

26.
SHADES

Window shades are not replaced or furnished residents, only in the case of new residents moving into the neighborhood.  Residents are urged to exercise care in the handling of shades to assure a reasonable period of use.

27.
HANGING OF PICTURES, ETC.
Only picture hooks approved by the Authority may be used.  Nails must not be driven into the walls or woodwork.

28.
TUBS, BUCKETS, MOPS, ETC.
Do not hang tubs, buckets, mops or other items on gas meter box or window ledges, outside of building because they present an unsightly appearance for the entire neighborhood, as well as your home.  The storing of household effects or other articles on front or rear porches is not permitted.

29.
BATHTUBS, LAVATORIES, SINKS

All enameled surfaces must be handled with care because they stain and mark easily.  Any good soap or washing powder will clean enamel easily and will not damage the surface.  Do not use gritty powder or steel wool which will scratch the enamel.  Do not soak clothes in your bath tub.

9

Do not put grease, tea leaves, coffee grounds or garbage of any kind in the sink.  If your sink, lavatory or tub becomes stopped up, use an ordinary rubber plunger.  If this does not clear the obstruction, use Drano, Blue Seal, or DeSolvo drain cleaner, or some other such well-known brand of product, exactly according to the direction.  If the use of a plunger or drain cleaner does not do the job satisfactorily, call the Maintenance Office.  The resident will be held strictly

responsible for any loss or damage to other dwelling or furnishings resulting from overflow of water closet, stool, sink, tub or lavatories, in his/her dwelling.

Care should be taken to keep pins, matches, tooth picks, mop strings, etc. out of the sink, bathtubs and lavatories, as they will stop up the drains.

The porcelain on the sink and drain board will not stand heavy blows from cooking utensils or other objects, and the porcelain is easily ruined by hot skillets and pans or scraping utensils over it.  Fruit juices, vegetables acids, sour milk and other acids will ruin enamel or porcelain unless promptly removed.

30.
CURTAINS AND CURTAIN RODS

In some kitchens, the gas range is located within 12” to 15” of the window, making it unsafe to use any curtain unless it is fastened securely.  Several fires have been caused by wind coming through the open window and blowing curtains over the gas flame.  Curtain tie-backs may be used with picture hooks, however, they are not too highly recommended because of the possible damage to the plaster.  Nail or tacks are not to be used under any circumstances.

31.
INFESTATION

You are responsible for keeping home free from vermin.  You can use any reputable products sold for extermination of roaches, ants, household insects and rodents.  If vermin are found in your home, the Authority must insist that you take action at once to get rid of them.  The Maintenance Department exterminates the neighborhood monthly.  Call to find out what day for your home.

32.
STAIRWAYS

Stairways in houses should be swept once each day and mopped at regularly.  The Authority will check all stairways occasionally to see that they are kept clean.

33.
MOVING HOUSEHOLD GOODS AND DELIVERS

Trucks or cars are not allowed on the grounds off the paved street under any circumstances.  Use the street or service drive nearest your dwelling, and be sure that delivery men understand this procedure because you will be held accountable for the violation and any property damage.  
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34.
RANGES

The gas range is not to be moved because you may loosen or damage the pipe connection which would let gas escape.  Please do not attempt to make any mechanical adjustments to the stove.  Call the Maintenance Department for any 

service required.  Be careful about setting anything on the oven door, as it may

easily damage the door spring and warp the door.

35.
REFRIGERATORS

Refrigerators are not to be moved because you may damage them.  Do not make any mechanical adjustments.  Call the Maintenance Department for any service required.

36.
RADIOS AND TELEVISIONS
All radios, stereos, and televisions should be turned down sufficiently low, especially after bedtime, so as not to disturb your neighbors.  No aerials of any description shall be installed on the buildings or hung from the windows.

37.
MAILBOXES

The United States Postal regulations require that the mail boxes be kept in useable condition.  If your mailbox becomes damaged, report it promptly to the Maintenance Department.

38.
TOILETS

The toilet should be kept clean at all times.  The use of a brush is highly recommended.  Do not use any material which will scratch the enamel.  Never pour hot water in the toilet as it will crack the bowl.  Failure to flush toilets after each use will result in offensive odors and badly stained bowls.  Clogged toilets are often expensive, inconvenient and unnecessary.  Never throw matches, toothpicks, rags, newspagers, cellphane, empty cigarette packages, etc., into them.  If your toilet becomes clogged, use your rubber plunger.  If unable to clear obstruction, call the Maintenance Department.  Should stoppage occur on Saturdays, Sundays, or Holidays, use the emergency number.  

Be careful not to drop anything inside the stool, such as water glasses, cosmetic jars, etc.

If any adjustment is needed inside the closet tank, call the Maintenance Department.
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39.
GROUNDS

All residents are expected to cooperate with each other and with the Authority in keeping all ground areas in good condition so that the entire neighborhood always presents a good appearance.  This outward appearance is very important to the Greenwood Housing Authority because it is responsible to the majority of residents who work diligently to have attractive homes, therefore, the Authority

has no alternative but to insist that residents do not neglect their responsibilities in caring for grounds and the premises.

The practice of sweeping trash, debris and torn paper from units onto grounds is not allowed, also setting out boxes, bottles, cans, etc.  If necessary for the Maintenance Department to clean up and remove such objects from the premises, residents will be charged for labor and dumping. 

40.
TREES
Trees furnish shade and make the neighborhood more attractive.  The Authority needs your cooperation in protecting the trees in your own lawn area and elsewhere in the neighborhood.

The Authority is making every effort to provide shade trees for you and we need your help in protecting them from willful damage by children.

41.
PLAYING BALL

Batting of balls and playing with footballs are not permitted anywhere except the designated play area.  This restriction is necessary for the safety of homes and protection of grounds.

42.
LOCKS
Do not attempt to repair your locks.  If a lock does not work properly, report it to the Management Department.

43.
KITCHEN CABINETS
Formica surfaces on kitchen cabinets is easy to keep clean.  If covering is used on shelves, remove and clean it frequently.  Cabinets are not to be removed from the wall under any circumstances. 

44.
(BLANK)


 (LEFT BLANK INTENTIONALLY)
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45.
LIGHT BULBS

Light bulb shall be provided by the residents.  Electric light bulbs of 40, 50, 60 watts will provide adequate light for all dwellings and are the sizes recommended by the Authority.

46.
LAWN
The Greenwood Housing Authority has assumed the care of common lawn areas during the spring and summer season.  During that period, April to September 30, each year, the lawns will be mowed by the Maintenance personnel.

47.
FENCE

No fence will be permitted.

48.
FLOWERS
The Authority has authorized the use of grounds for this purpose.  No flowers shall be planted in open areas.

Flowers should not be planted three (3) feet within range of the building walls.  Flower boxes must not be placed in windows or on gas meters.

49.
LOCAL GOVERNMENT LAWS

The resident and members of his household, guests and employees shall comply with all laws, City & County, affecting the use or occupation of the premises.

50.
FIXTURES

Do not remove or move any fixtures for any purpose whatsoever.  No attempt should be made by the resident to repair, adjust or reconstruct light fixtures receptacles, or any part of the equipment on the premises.

51.
BLANK

(LEFT BLANK INTENTIONALLY)

52.
PROPERTY INSPECTION

The Authority plans to make an inspection of its properties as often as necessary to check the condition of the buildings and equipments.
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53.
DECALS

Use of decals on walls, ceilings, kitchen cabinets, refrigerators or gas ranges is not permitted because it defaces the property.

54.
WALLS AND CEILINGS
All kitchen and bath trim, walls and ceilings, may be cleaned with a solution of good neutral soap or soap flakes.  Do not apply soap directly to the cleaning rag or sponge.  Do not use caustic soap or powder, or one containing abrasives as it will remove the paint film.  You may wash all walls and ceilings.  This should be done as least every 18 months or more often if necessary.

Walls, woodwork and pipes should be dusted at least one each month using a soft clean cloth.  Dusting as suggested will not only keep your home more attractive, but walls will not have to be washed as often.

In washing walls, it is recommended that you wash in an upwards motion to eliminate streaking.  Contact paper and wall paper are not ever allowed on the walls.

55.
BLANK


(LEFT BLANK INTENTIONALLY)

56.
CONTAGIOUS AND INFECTIOUS DISEASES AND ACCIDENTS

Please report to the Authority’s Administrative Office any case of contagious or infectious disease occurring in your dwelling unit.  Keep children with such disease away from other children.  Accidents that occur in your home or on the neighborhood site should be reported to the Authority immediately.

57.
TELEPHONE SERVICE

Arrangements for an additional telephone service line must be approved by the Authority.

58.
NOTICES

Any notice required by law, or otherwise, will be sufficient if delivered to the resident personally, or sent by mail to the home or affixed to the door of  the resident’s dwelling.  Notices to the Authority must be made in writing and delivered to the Authority’s Administrative Office.

14

59.
SCREEN DOORS AND WINDOWS SCREENS
Instruct your children to use the door handle when opening and closing screen doors.  Keep screen doors hooked to avoid damage.

60.
DOORS

Doors, door trim and painted woodwork may be cleaned with a solution of any good neutral soap flakes or plain soap.  DO not apply soap directly to paint.  Residents are requested not to paint doors, window trim or baseboards.

61.
GAS APPLIANCES

Do not make any adjustments or make any attempts to fix gas appliances.  If you think anything is wrong with your gas appliance, report it promptly to the Maintenance Department and our maintenance mechanic, who has been trained, will make any repairs and adjustments to gas appliances.

62.
REPAIRS

Your Maintenance is a good man to know.  He is the person who makes the necessary repairs when something leaks, breaks, or otherwise needs repairs, so please request his services promptly by getting in touch with the Maintenance Department.  An early repair job often saves a lot of trouble and expense.  When you request for repairs, please remember that the Maintenance Department is kept busy with such request and that, unless it is an emergency your call might not be answered promptly as you desire.  It is the intent of the Greenwood Housing Authority to take care of your needed repairs as promptly as possible and you are requested to have patience.  The repair man will be there as soon as he can.

63.
BOARDERS AND LODGERS

The dwelling unit into which you move has been carefully selected to meet the space requirements of your family.  Like a glove, it’s a good fit, but snug.  For this reason, our rule is “NO BOARDERS or LODGERS”.

64.
BUSINESS AND ADVERTISING SIGNS
Because these houses were built to be your home, no one is permitted to operate a business from them.  For the same reason, we must ask you not to make billboards of your homes-No advertising signs, please.

65.
GARBAGE
It will be the responsibility of each resident to deposit his garbage or refuse in the 
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collection container in such a manner as not to cause any mess around such container.

Proper garbage disposal is important for your protection of health, as well as the appearance of your home or the streets.  In areas where dumpsters are not provided, each resident will be responsible for a garbage can of at least (20

gallons) in capacity.  Residents must maintain the can and lid in good condition at all time; if destroyed, the resident will be charged for its replacement.

Drain and carefully wrap your garbage in paper before depositing it in the garbage disposal unit.  Keeping garbage unit cans clean prolongs their usefulness and reduces offensive odors.

Do not place any cartons, debris or other waste materials alongside your garbage can.

66.
HOUSEKEEPING

Do not hang clothing, rugs or bedding out of the windows.  If you wish to air such articles, use the clothes line.  Do not shake dust mops or throw rubbish, papers or sweepings out of windows or doorways.  Put all such trash in proper containers.

67.
FIRE AND SAFETY
Any fire shall be reported to the Authority’s Administrative Office immediately.  You cannot be too careful in protecting your family, your neighborhood and your home from fire.  Look over this list of major causes of fire and do not allow them to exist in your home:

A.
Gasoline, naptha, inflammable cleaning fluids of any kinds, such as “Benzine”, “Renuzit” or any other highly volatile liquid to be used inside your home.  Fumes from these liquids can ignite and cause an explosion or fire.

B.
Electrical appliances such as irons, toasters, radios, etc., which have frayed or tattered cords.

C.
Matches placed where children can reach them.

D.
Small children left alone in the home.

E.
Carelessness with lighted cigarettes.



F.
Jack-O-Lanterns placed close to window curtains.
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G.
Grease-spotted cook stoves.

H.
Oil and greasy rags that have not been stored in cans.

68.
UTILITIES

Each resident must arrange with the solid waste disposal, water, electric and gas companies for their own service.


AIR CONDITIONERS

Approval must be received from the Authority’s Administrative Office before installation.  The Maintenance Department will advise of necessary installation requirements.

70.
GARDENS

Some projects have space for gardens.  A designated area is available but you are asked to contact the Authority to secure space.
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RESIDENTS HANDBOOK PROVISIONS  

(Approved April 1, 1996)

1.
Residents should never allow the grass on their lawn to be above six (6) inches in height;

2.
Residents should not allow activities on their lawn area that destroys the grass cover and/or creates ruts or depressions on the lawn;

3.
A resident who has a guest with a vehicle living within his/her G.H.A. household for more than two (2) consecutive weeks should provide the G.H. A. with the make, model and license plate number of said vehicle;

4.
Residents should request permission from the G.H.A. prior to planting gardens, shrubbery, etc.;

5.
Service charges shall include labor cost at the minimum wage rate;

6.
All Air Conditioners installed by residents should be secured with brackets manufactured for such installation;

7.
Residents shall not construct or erect any structure to or on G.H.A. property;

8.
Residents will be charged $10.00 for the removal of debris or other materials from the roof of a housing unit (plus labor cost);

9.
Open drinking of an alcoholic  beverage on G.H.A. porch area or lawn area of a G.H.A. housing unit is prohibited;

10.
Residents and their guest(s) should park vehicles in assigned parking spaces;

11.
Residents will be charged $18.00 per lawn mowing service performed by the G.H.A.’s Maintenance Department;

12.
Residents are responsible for the trimming of all shrubbery on their assigned lawn area;

13.
Residents must register all vehicles owned by members of their household by make, model, serial number and License Plate number;

14.
All residents not exempt from lawn care responsibilities are required to mow and trim their lawn (this includes those residents of two-story housing units).  Exempt residents are residents who reside in housing units on Frances Circle of Henry Homes; and,
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15.
All lawn furniture used by a resident on the lawn area or the porch area of their housing unit must be manufactured for lawn use.
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GREENWOOD HOUSING AUTHORITY SAFETY MANUAL

EFFECTIVE APRIL 1, 1996,

ALL GHA RESIDENTS WILL BE GOVERNED BY THIS MANUAL

As a resident who resides in a housing unit comprising a part of the Greenwood Housing Authority (G.H.A.), you will be subject to safety practices which will not only protect you and your family, but will protect the rights of other families living on the premises.  All residents will be counseled on safety practices as new residents, and in ongoing safety meetings designed to eliminate unsafe practices and attitudes.

Residents who disregard safety instructions and rules/regulations enacted to protect life and property of the residents of this Authority will be held accountable.

For an infraction that results in a preventable accident, the resident will receive a verbal warning and instructions that, if followed, will lessen the chance of recurrence.

The second incident indicating disregard of safety rules and regulations and resulting in an accident will result in a written warning to the resident that another such action will cause the resident and family to be evicted.

The third incident indicating disregard of safety rules and regulations and resulting in an accident will cause the resident and family to be evicted.

The G.H.A. will perform Initial Move-In-Safety Inspections in the following manner:

The first Initial Move-In Safety Inspection will be conducted within the first thirty days of move-in.

The second Initial Move-In Safety Inspection will be conducted within ninety days of initial move-in.

The third and final Initial Move-In Inspection will be conducted within one hundred and eighty days of initial move-in.

Should any of the Inspections result in a determination that the resident is not maintaing a safe household, safety instructions will be provided and Follow-Up Inspections will be performed within thirty days of the determination.

Should a New Move-In resident receive six consecutive months of Inspections due to the continuous maintenance of an unsafe household, that resident and family will be evicted.

The G.H.A. will perform Safety Inspections on an annual basis for all families who presently reside in a G.H.A. household.  Should an Inspection result in a determination 
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that the resident is not maintaining a safe household, safety instructions will be provided and Follow-Up Inspections will be performed within forty-five days of the determination.

Should a resident who presently resides in a G.H.A. household receive six consecutive months of Inspections due to the continuous maintenance of an unsafe household, that resident and family will be evicted.

Should the G.H.A. make a determination during any Follow-Up Inspection for a New Move-In or a family who presently resides in a G.H.A. household that the household is safe, the G.H.A. will perform a Final Follow-up Inspection sixty days following said Inspection to determine the safety status of the household.

The following Safety Provisions must be adhered to by G.H.A. Residents:

1.
Outdoor rubbish fires or bonfires are prohibited on G.H.A. property;

2.
Combustible and flammable material such as gasoline, paint, paint thinner and other such products should never be stored inside the residential area of the housing unit.  All such items, when stored outside of the residential area, should be done so in properly constructed containers and/or in accordance with the instructions on the labels of the product;

3.
The use of space heaters of any type is prohibited;

4.
The range, including the oven and vent hood, must be kept free of grease;

5.
Food cooking in grease must be continuously attended by an adult;

6.
Electrical appliances, especially those designated for cooking, must be connected directly into a wall outlet (never through the use of an extension cord);

7.
Extension cords should only be used for a few hours at a time, when necessary.  The cord used should be of sufficient size to meet the required need;

8.
Electrical appliances should be checked often by residents for proper operation and to ensure that cords are safe and not frayed or cut;

9.
Aisles and other such pathways should always be clear of extension cords, cable lines, telephone lines and other such items;

10.
Housing unit should never be left without unplugging such appliances as toasters, grills and other electrical items such as blankets;

11.
Ensure that the candles are burned in safe containers, when use is necessary;
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12.
Matches and lighters should be properly stored in an inaccessible area for children;

13.
Smoking in bed is prohibited;

14.
Proper receptacles must be available to receive ashes and used smoking materials.  Hot ashes should never be emptied into trash cans;

15.
The storage of lawn mowers and other gasoline powered equipment within the residential portion of the residential area is prohibited.

16.
Storage of flammable materials or clothing in the water heater closet or the central heater area is prohibited;

17.
Residential area must be kept neat so as not to provide clutter that could become a fire hazard or cause someone to be injured in a fall.  All clothing, toys (when not in use) and other such household items should be properly stored;

18.
All fires must be immediately reported to the Fire Department by calling 911 and to the G.H.A. by calling 453-4822 during normal business hours (or 459-4050 during non-business hours);

19.
All adult residents must attend 75% of the safety and fire prevention training sessions provided by the G.H.A. within a calendar year;

20.
Residents should not use aerosol products near open flames or near individuals who are smoking;

21.
Ovens should not be used for supplemental heat;

22.
All residents should check the rear of vehicles prior to moving them from the parking lot for children or other items that may be damaged by a moving vehicle;

23.
Residents should immediately report the following conditions to the G.H.A.’s Maintenance Department.



(a)
Hazardous conditions such as defective electrical switches,




plug-ins or wiring;



(b)
Water leaks from faucets, valves, roofs, etc.;



(c)
Improperly charged or inoperative devices such as Smoke Detectors, Fire Extinguishers, etc.;



(d)
Defective, broken or inoperative equipment such as commodes, windows, doors, loose floor tile, etc.;

24.
Resident should abide by all posted speed limits and posted warning signs on the G.H.A. premises;
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25.
Residents should not place any item on their lawn that will catch and hold rain water for more than a twenty-four hour period of time;

26.
Porch and lawn area should not be used to store or discard furniture, appliances, tires, etc.;

27.
Residents should only place non-slip mats within bathtubs;

28.
Residents should never remove or discard a Smoke Detector;

29.
Residents desiring to install an Air Conditioner should have it inspected for approval by the G.H.A. Maintenance Department before installation;

30.
All household garbage, including waste food, should be promptly removed from the unit’s residential area and properly stored in containers with a top for storage or pick-up; and,

31.
Christmas and other special decorations periods;



(a.)
Christmas trees should be flame-proofed;



(b.)
Only non-combustible and flame-proofed decorations should be used;



(c.)
All lighting sets should be U.L. approved;



(d.)
Trees should be stored outside until used;



(e.)
Non-artificial trees should be put in water when moved indoors;



(f.)
Trees should be located away from exits, stairways and sources of heat;



(g.)
The condition of the non-artificial tree and the water level should be checked on a daily basis for dryness.



(h.)
Never leave lights on while asleep; and,



(i.)
Never leave your housing unit without turning tree lights off.
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