Louisiana Office of Community Development 

LA S+C Permanent Supportive Housing Program

DOCUMENTATION OF REASONABLE ACCOMMODATION REQUEST

Subsidy Administrator (SA) staff should inform the person that it is their right to request a reasonable accommodation if they disclose a disability.  A request for accommodation is any verbal or nonverbal communica​tion that a reasonable person would interpret as a request for help, or a statement that a program requirement is difficult for the person to accomplish, because of an actual or possible physical, mental, or learn​ing problem. 
SA Staff should provide each applicant/S+C participant with the flyer “Do You Need Help with Our Services?”
SA Staff should inform the person that disclosure of dis​ability information is voluntary and that the information may be shared pursuant to the administration of the program. SA Staff should explain that information about disabilities will be used to make sure all eligible individuals are able to receive benefits available through programs administered by the subsidy administrator.
If a person expresses the need for assistance due to disability, or if the SA staff feels an accommodation might be necessary, the person should be asked if he or she would like to request help.  Any request for help due to a disability should be treated as a request for a reasonable accommodation, and the following information should be obtained from the person:

Name: 










Address:  











Telephone number:  









Email address:  










SA Staff Name: 










Nature of disability: 










Describe the functional limitation(s) caused by the disability: 




Indicate if disability and functional limitation are apparent, such as use of wheelchair or other mobility aid, deafness, blindness, obvious intellectual disability, etc.  If so, no documentation is required.

If disability/functional limitation is not apparent, SA staff may ask the person to provide documentation.  No particular form or type of documentation is necessary, as long as existence of disability and functional limitations are reasonably supported. 

Documentation attached? 
[Yes/No] 



Does person need assistance in obtaining documentation? [Yes/No] 



If the person needs assistance in obtaining documentation, such as helping the person contact other agencies or service providers, SA staff should provide assistance.

Describe accommodations that the person thinks would minimize or eliminate the participation barriers caused by the functional limitations described above:

Date submitted:







Applicant/Participant signature:







___________________________________________________________________
Accommodation requested approved or denied?




Reason for denial, if denied: 








Describe accommodation provided:  







SA Staff signature: 




  
Date: 




Any time an obvious barrier to successful program participation exists, provide additional assistance, even if a disability has not been diagnosed. 
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