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WELCOME TO THE ANDOVER HOUSING AUTHORITY

The Andover Housing Authority owns and operates five residential properties
for Families, Seniors, and Disabled people in The Town of Andover in
conjunction with rules and regulations set forth by The Massachusetts
Executive Office of Housing & Livable Communities (EOHLC). Most all
properties are located within walking distance to pharmacies, shopping area,
the Senior Center, YMCA, and downtown Andover.

The Town of Andover is in the Merrimack Valley about 20 miles north of
Boston and 20 miles south of coastal beach communities. Train and bus
services are available in downtown Andover to access the City of Boston as
well as the beach communities. Other travel options are outlined in the
General Information section of this handbook. Andover boasts a beautiful
Town Common located in the heart of the community, where free concerts can
be heard resonating from the large band stand, and outside movies can be
viewed on any given warm summer night. Harold Parker State Forest is located
on the outskirts of Town along route 125, approximately five miles from the
AHA offices. This beautiful State Park offers acres and acres of walking and
hiking trails, fisheries, and swimming ponds. There is no admission charged to
enjoy the bounty of this beautiful natural resource.

The Andover Senior Center has been the recipient of several prestigious awards
for excellence in providing a myriad of services and programs to enrich the
lives of Andover Seniors, as well as providing a volunteer outlet for mentoring
and interacting with elementary and high school students. The Andover school
system is highly rated by the State Department of Education, boasts a
beautifully renovated high school, and a new elementary and middle school.
Opportunities abound for students to thrive academically and involve
themselves in everything from athletics to theatrics.

The Andover Housing Authority has a Board of Five Commissioners who set
policy and oversee the running of the Housing Authority. While the Housing
Authority is autonomous from Town Government it works hand in hand with
Town departments to provide the best overall service to residents living here.
The Board meets on the third Thursday of every month. The tenants and public
are welcome to attend. Four Commissioners are elected by Andover voters
while one is appointed by the Governor of Massachusetts. The Board of
Commissioners contracts for an Executive Director to manage the day-to-day
operations of the AHA, including an office staff of five, and a maintenance
staff of four. Should you have questions or concerns regarding your new home
please contact our office.
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We have prepared this handbook to familiarize you with the workings of The
Andover Housing Authority, as well as to make you aware of some things
offered through the Community. Please read it thoroughly, it will familiarize
you with building operations as well as your neighborhood. We have divided
this handbook according to each housing complex name, as each complex is

different from the other.

You must read about the complex your apartment is in, but it might be helpful
also if you read the whole book and familiarize yourself with the operations of
the neighboring complexes as well. The last page has a list of phone numbers
of places throughout Andover and The Greater Lawrence area that you may find

useful.

In May 2004, the Andover Housing Authority was awarded an “Outstanding
Agency Award” by the National Association of Housing and Redevelopment
Officials for the “New Horizons for Youth Program”. This after-school
program runs Mondays through Thursdays during the school year in the Stowe
Court Community room for youngsters nine to fourteen and includes computer
training in the on-site computer learning center. This program ran through
June 2017 and has since been discontinued.

In May 2005, the Andover Housing Authority was again awarded an
“Outstanding Agency Award” by the National Association of Housing and
Redevelopment Officials “For Providing Homeownership Opportunities to Its
Public Housing Residents through a Rent Escrow Program.”

Please note that in addition, The Andover Housing Authority operates an
Alternative Housing Voucher Program and a 689-1 program that are all in
conjunction with The Massachusetts Executive Office of Housing & Livable
Communities (EOHLC). Andover Housing Authority administers a 127-unit
Section 8 Housing Choice Voucher Program through the Department of
Housing and Urban Development and has been rated a high performer by HUD
in the administration of this program. Information regarding any of our
programs may be obtained by contacting our office.

We hope that you enjoy your new home here at the Andover Housing Authority.

Sincerely,

Calvin Deyermond — Chairman
John O’Donohue — Vice Chairman
Daniel Grams — Treasurer
Margaret O’Connor — Member
Tenant Selected — Member
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MOVING

To make your move to our Housing Development as effortless as possible, we ask
that you schedule your move in date and time with the Management Office. Only the
Management Office can reserve and confirm your move-in date and time.

TELEPHONES

Before moving, please be sure to call to arrange for telephone installation. It is best
for you and us if you can arrange for it to be available in your unit when your
telephone is to be installed. If this is not possible, please advise the office, and upon
your written request, we will provide access to your apartment for the phone
company. Your apartment has internal phone wiring on the outside kitchen wall and
in the bedroom, which can be activated by the telephone company. Upon leaving you
must call the phone company to have your service disconnected.

LOCKS AND KEYS

You may pick up the keys to your apartment at the management office located at 100
Morton Street, Andover before the day you are scheduled to move in (provided your
rent has been paid in full). We will provide you with two (2) keys. For security
purposes, no other keys shall be made. Special locks ARE NOT permitted and cannot
be installed on any apartment door.

MANAGEMENT OFFICE

The Management Office is located at 100 Morton Street and is open Monday,
Tuesday, and Thursday at 8:00am - 4:00pm, Wednesdays 8:00 am - 12:00pm, and the
office is currently working remotely on Fridays but will remain available by
telephone/email from 8:00am - 12:00pm. Annual home inspections, re-certifications,
and lease renewals are required to be conducted under the terms of your leasing
agreement. Approximately nine (9) months after your move-in date you will be
contacted by the office personnel requesting re-certification information and to
schedule a date for the annual inspection of your apartment. Your leasing agreement
was reviewed when you leased it up. However, you should review it from time to
time to understand your responsibilities and obligations under the terms of the lease,
as well as those of the AHA. The AHA rules and regulations were provided at lease
up and are posted in the AHA office.

MANAGEMENT STAFF

There are five office staff members in addition to the Executive Director to handle
the day-to-day administrative concerns of the Housing Authority and residents.
Emily LaMacchia is The Executive Director, Colleen O’Connor is the Housing
Manager/Tenant Selector, Ivonne Quinones is the Lease Housing Coordinator for
Section 8, Courtney Daigle is the Bookkeeper/Administrative Assistant, Theresa
Hirsh is the Receptionist/Office Assistant, and Kathleen Nackley is the Resident
Services Coordinator.

Page 4 of 26




MAINTENANCE STAFF

Our maintenance staff consists of a crew of four. John Dell’Anno, Working
Foreman, Robert Dion, Gene Valcourt, and Derek Erban. They take care of the
maintenance needs of our residents and properties as needed by completing work
orders, preparing apartments, doing groundwork, snow removal, etc.

WORK ORDERS

If you should have any minor plumbing, electrical, or other repairs required, please
call the AHA Work Order Line at (617)-591-1118. After you call, a service request
form will be prepared and assigned to a maintenance person. It is important to note
that the maintenance staff will not enter your apartment, except in an emergency, to
provide service without a written request form. This is for your protection and
theirs; and enables us to schedule our work more efficiently... so please DO NOT

approach the maintenance people directly.

ALL SERVICE REQUESTS MUST COME THROUGH THE WORK
ORDER LINE.

AFTER HOURS EMERGENCY CALLS

When the office is closed, after normal work hours, weekends, and holidays, please
call (978)-475-2365. Make sure you leave your name, apartment number, address,
and phone number with the answering service. They will page the maintenance staff
person who is on-call to let them know there is a problem. PLEASE BE INFORMED,
only emergency calls (major electrical, heating, and/or plumbing) after normal work
hours will be addressed. If your request is not an emergency, please wait to report
the problem until the following business day, during regularly scheduled office
hours. FOR ALL EMERGENCIES OTHER THAN MAINTENANCE, IE. MEDICAL,

DIAL 911.

It has been brought to the attention of our office that some residents are calling our
maintenance people at home after hours concerning housing matters, THIS IS NOT
APPROPRIATE. WE HAVE 24-HOUR COVERAGE FOR ANY EMERGENCY THAT
COMES UP. PLEASE DO NOT DISTURB OUR MAINTENANCE STAFF DURING

THEIR FAMILY TIME.

RENTAL PAYMENTS
Your rent is due on or before the first (1) of each month NO LATER THAN THE

7TH. Rent is based on income and must be paid on time. Rents are collected at the
Main office located at 100 Morton Street, during regular business hours, or you may
choose to place it in the AHA mailbox, which is in the downstairs lobby of the Stowe
Court Community Building, which is open between 7:00am - 4:00pm seven days a
week. There is also a “rent slot” in the foyer at the entrance of the office upstairs.
You may also choose to bring it directly to the office during office hours. Please put
it in the rent slot inside the entranceway. If mailing your rental payment, make your
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check or money order payable to the ANDOVER HOUSING AUTHORITY, 100
MORTON STREET, ANDOVER, MA 01810. Make sure you put your apartment
number and address on the check to make sure your rental account is properly
credited for the payment. RENTAL PAYMENTS MUST BE MADE BY CHECK.
PLEASE, NO CASH. (NOTE: THERE WILL BE A CHECK RETURNED FEE OF
$25.00 PLUS ADDITIONAL BANK FEES FOR EACH CHECK RETURNED.

DELINQUENT RENT

Rent is considered delinquent after the SEVENTH (7th) of the month, at which time
the accounting department will be sending you a late rent notice. If you cannot pay
your rent on time due to unforeseen circumstances, we suggest you discuss your
situation with our Management Staff immediately. If, by the 15th calendar day, the
rent remains unpaid, staff will send out a Late Rent/Rent Conference Notice to each
tenant on the list stating that they are now delinquent in their rent and restate the
terms regarding rent collection upon which they signed their lease. If the tenant
does not confirm their intent to attend the meeting within five (5) calendar days of
the issuance of the Late Rent/Rent Conference Notice, the AHA will issue a 14-day
Notice to Quit.

If all or any part of the rent is not paid within thirty (30) days of its due date,
AHA shall impose a $25.00 fee for failure to pay rent when due. Rent payments
shall be applied to rental obligations with the oldest obligation being paid first.

If the tenant shall have shown good cause for late payment to AHA, or if the
tenant shall have entered into a repayment agreement with AHA, AHA at its
discretion, may waive the fee for late payment.

By charging such increased rent, AHA shall not thereby waive any rights to issue
a notice of termination of the lease, to bring eviction proceedings against the
tenant and to collect arrearages, constable fees and costs on account of the
tenant’s failure to pay rent when due.

GUEST POLICY

The Andover Housing Authority lease states that no adult person(s) other than those
listed on the lease and application shall live/stay in the unit other than temporarily.
The stay of any overnight guest shall be limited to no more than a total of 21 nights
(21 days if the guest regularly sleeps during the day) during any 12 months unless
the AHA for good cause otherwise consents to a longer period in writing before the
expiration of 21 nights/days or such longer period as may have been authorized. The
tenant shall be responsible for the conduct of all guests, including his or her own,
and those of household members. The number of household members and overnight
guests shall not at any time exceed the permissible limit of the State Sanitary Code.
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SOLICITORS

For your added protection and security, door-to-door soliciting is not permitted.
Residents are requested to notify Management when solicitors appear on-site.

TRASH DISPOSAL

It is the responsibility of every resident to remove the trash from inside their unit
and around the outside of their unit regularly. We need your cooperation to keep all
public areas as clean as possible. All trash MUST be placed in the DUMPSTERS.

They are emptied regularly. Trash must be tied and placed inside the dumpster.
Please do not send young children down to the dumpsters with bags of trash.

LOCKOUTS

If you lock yourself out of your apartment during regular office hours, please call
the work order line at (617)-591-1118. We will arrange for you to enter your

apartment.

LOCKOUTS AFTER BUSINESS HOURS

If you find yourself locked out after regular business hours, please call (978)475-
2365 the on-call maintenance person to let you into your apartment.

PLEASE NOTE: There will be no charge for your first lockout, after that EACH
ADDITIONAL LOCKOUT WILL BE A $85.00 CHARGE. SAID CHARGE MUST BE
PAID WITHIN 30 DAYS OF THE BILLING DATE OR YOU WILL BE ASSESSED

AN ADDITIONAL $85.00 LATE FEE.

DELIVERY AND APARTMENT ACCESS

Residents will have to make their arrangements for deliveries. You must notify the
office in advance in writing if you want us to provide access to your apartment.
UNDER NO CIRCUMSTANCES, WILL ENTRY TO AN APARTMENT BY
DELIVERY OR SERVICE PEOPLE BE ALLOWED WITHOUT PRIOR WRITTEN

NOTICE.

SMOKE DETECTORS/CARBON MONOXIDE DETECTORS

Each apartment is equipped with smoke detectors. These detectors will sound an
alarm if there is an excess of smoke in your apartment. If the alarm sounds, PLEASE
VACATE IMMEDIATELY. Remember to close the door behind you and call the Fire
Department from a safe area or by pulling the call station located on the outside of

all buildings or in common hallways.

NOTE: DISCONNECTING FIRE PROTECTION DEVICES IS A CRIMINAL OFFENSE
UNDER MASSACHUSETTS GENERAL LAW CHAPTER 148 SECTION 27A.
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SMOKING POLICY

There will be NO SMOKING allowed in any apartment or common areas (ie.
Hallways, Stairwells, Laundry Rooms, Community Buildings, and Office Areas) of
the Andover Housing Authority’s Properties.

SMOKING OUTSIDE BUILDINGS IS PERMITTED PROVIDED IT IS AT LEAST 25
FEET FROM THE BUILDING TO PREVENT SMOKE FROM BLOWING INTO ANY
WINDOWS. PLEASE MAKE SURE YOU DISPOSE YOUR CIGARETTES IN THE
PROPER RECEPTICAL.

EMERGENCY CALL PULLS

Some units are equipped with emergency call pulls. If your unit is equipped with
pulls, the emergency pull switches will be in the bedroom, bathroom, and living
room of your apartment. If you should become ill and need EMERGENCY MEDICAL
HELP, all you need to do is pull the string attached to the switch. Your apartment
door will unlock, and a buzzer will sound, which alerts and permits your neighbor(s)
to assist you.

PLEASE NOTE: The emergency call switch is not a substitution for 911 and will
not automatically get aid from the town ambulance. You or a neighbor must call
911 to receive emergency services.

During recent unit inspections, it was noted that the emergency call pulls were
obstructed by shelving or mirrors on the walls. We have incidences of tenants falling
and remaining on the floor through the night because they were unable to reach their
emergency cords. Please make sure your emergency pull cords are visible and can be
reached if you are unable to stand.

On visits to your apartment by children, please see that they are instructed not to use
the call switch except in an emergency.

**% (Please do not cut or remove your Emergency Pull Cords, they must be intact,
according to regulation) ***

CABLE TV

Cable hook-up (Comcast/Verizon) is available in each apartment’s living room area.
There is only one cable hookup allowed in each apartment, if you need an additional
outlet, please speak to the cable company you select to do business with about
running another line. You will need to get written permission from the AHA before
work can be done.

PLEASE NOTE: NO SATELLITE OR DIRECT TV DISKS ARE ALLOWED

VEHICLE INFORMATION
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No unregistered, inoperable, uninsured cars are allowed to be stored on AHA
property. These vehicles will be towed at the owner’s expense if not removed after

being notified by the Authority.

PARKING

Parking spaces will be assigned to all residents who have registered vehicles and
have them on file with the authority. Any illegally parked or unauthorized vehicle
WILL be towed away at the discretion of Management and the expense of the vehicle
owner. Trailers or recreational vehicles ARE NOT allowed to be parked on site.

NOTE: It will be your responsibility to tell your visitors, homemakers, etc. where
visitor parking spaces are located.

All visitors MUST park in visitor parking located behind the Maintenance Shop.

SNOW REMOVAL POLICY

All tenants are responsible for clearing the snow from their own vehicles and moving
their vehicles from the parking areas so that maintenance can plow. Maintenance will
plow parking areas the best they can around any vehicle that is not moved.
Maintenance may have to notify tenants where to place their vehicles in the event of
a snowstorm, otherwise, the vehicle must stay in the assigned spot it was given. If
vehicles are not in the appropriate area during snow removal efforts, the vehicle will

be towed at the owner’s expense.

Tenants must understand that our maintenance men will not be returning to

plow parking areas once the storm is over.
The Maintenance Department cannot keep coming back to plow an individual’s
parking space. If your vehicle was not moved due to absence from your unit or due

to a medical reason, we will consider that on a case-by-case basis.

Please refer to the snow removal policy for more information regarding snow
removal.

STORAGE

No extra space is provided for the storage of out-of-season articles.

MAILBOXES

Mailboxes are located either outside the main entry doors of each apartment, or on
the first-floor entryway, or in the Rec Hall, and are labeled with your name and
number. Family units have their own individual mailboxes outside of their unit.

PETS

In our Elderly/Disabled units (667), a pet is allowed on an individual basis.

In our Family units (200), pets are not allowed unless they are Emotional Support
Animals (ESA) or Service Animals. No pet shall be housed until you have
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complied with the requirements in the policy. Our Pet Policy outlines any questions
you may have. You may pick up a copy of the Pet Policy at the Management Office.

COMMUNITY HALL

The Community Hall is for the use of all tenants. We ask that if you intend on using
the Hall for any purpose such as playing cards, club meetings and functions etc., that
you contact the office for a hall request form to schedule the date and time you
intend on having use of the hall. We will post a schedule on the board in the
Community Hall for the authorized usage of the hall.

FLOWER/SHRUB/GARDENING PLANTING

Gardening on Andover Housing Authority (AHA) property is for residents who enjoy
having flowers and watching them grow. Please refer to the Flower/Gardening
policy, which outlines requirements for a safe and clean-living environment for
everyone. Beautification of housing authority properties is appreciated. Please
contact the office to get permission for any type of flower/shrub plantings. Flowers
may be planted in containers without permission (limit 2 containers per household).
Make sure that those items do not obstruct access to the front door of the unit.

In the ground, planting of any kind is not allowed without the permission of the
authority. ALL material costs for tenants’ plantings will be the tenant’s
responsibility. Once a plant/shrub is planted in the ground, it becomes the property
of the Housing Authority.

*Planting marijuana whether in the ground or in outdoor/indoor containers will not
be permitted at any time.

HOUSEKEEPING

The resident is required to abide by the standards outlined in the State-Aided Public
Housing Lease and herein the Housekeeping Policy. Failure to abide by the
standards is a violation of the lease terms and can result in eviction. All residents
will have their units inspected annually. Other inspections may result from
complaints or concerns. At the time of any inspection, the unit will either pass or
fail. If at any time the AHA determines that the dwelling unit is uninhabitable
because of imminent danger to the life, health, and safety of the occupants or other
residents, the AHA will start termination procedures immediately and will not follow
the above procedures.
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TRANSPORTATION

e MEDICAL TRANSPORTATION: To book a ride call the Robb Center Monday-Friday
between 8:00am-4:00 pm and provide appointment information. The appointment line is 978-
623-8335. A minimum of 7 days’ notice is required. Donations are suggested between $8.00-
$40.00 roundtrip based on destination. For questions, please contact Ashley English,
Transportation Coordinator at 978-623-8320

e (MVRTA) MERRIMACK VALLEY REGIONAL TRANSIT AUTHORITY
Free to senior citizens aged 60 and over, and disabled people. The route runs from Andover
Senior Center to Doctor’s Park including stops at Frye Circle, Stowe Court, Downtown
Andover, and Shawsheen Plaza among others. It also offers connecting services in Downtown
Andover to Lawrence daily and to the coastal communities of Salisbury and Newburyport from
July 1% to Labor Day. Call 978-469-1254 for the schedule and more information.

e E-Z TRANS: A curb-to-curb public transportation service available to senior citizens and
disabled people. Eligibility is determined by filling out an application. Disabled people should
call the day before they wish to travel, senior citizens call two days before traveling. For more
information, or an application, contact the senior center at 978-623-8320.

e TRAIN SERVICE - commuter rail to Boston and points north, call 1-617-222-3200.

e UBER PILOT PROGRAM: The Robb Center is now offering Uber Vouchers to and from
The Robb Center for Andover residents age 60+. This program is available when the standard
Division transportation is unavailable. Please call 978-623-8320 for details and eligibility

information.

e MEALS ON WHEELS: Home Delivered Meals are available to Andover seniors. To
determine your eligibility, please call 978-623-8320. (Andover residents only.)

e BUS TO NORTH ANDOVER SHOPPING CENTER:
This is a free bus service every Wednesday which leaves Frye Circle bus shelter at 8:45 a.m.
and Stowe Court Community Room at 9:00 a.m. This bus service includes tenants from
Chestnut Court and Grandview Terrace.
Door to door service to Market Basket Plaza is available on Thursdays.
Please call 978-623-8320 to register by Tuesday every week. Andover residents only.
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EMERGENCY NUMBER

911

HOSPITALS

HOLY FAMILY HOSPITAL

978-687-0151

LAWRENCE GENERAL HOSPITAL

978-683-4000

LOWELL GENERAL HOSPITAL

978-458-1411
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HOUSING AUTHORITY STAFF

OFFICE
Executive Director Emily LaMacchia
Housing Manager Colleen O’Connor
Bookkeeper/Admin. Asst. Courtney Daigle
Lease Housing Coordinator Ivonne Quinones

Receptionist/Office Assistant Theresa Hirsh

Resident Service Coordinator Kathleen Nackley

MAINTENANCE
Foreman John Dell’Anno
Maintenance Robert Dion
Maintenance Gene Valcourt
Maintenance Derek Erban
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CHANGE OF ADDRESS CHECKLIST

EFFECTIVE AS OF YOUR MOVE-IN DATE

(
(

)
)

Banks

Insurance

Telephone

Magazines, Newspapers
Credit Accounts

Voter Registration
Medical (Doctor, Dentist)
Churches

Automobile Registration
Post Office

Employer
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MEMORIAL CIRCLE — BUILT IN 1949 — 2,3.4-Bedroom Units 56.

Memorial Circle is our family townhouse property consisting of twelve buildings. There are 34 two-
bedrooms, 20 three-bedroom, 1 being wheelchair accessible, and two four-bedroom units. There are
56 townhouses in all. Each has a living room, kitchen, bathroom, basement, and either two, three, or
four bedrooms. Units are assigned based on family size and composition.

UTIILITIES — Heat, hot water, electricity, and cooking fuel are included in your rent calculation.
However, it is your responsibility not to waste energy by making sure lights, air conditioners, fans, etc.
are not left on when not being utilized to minimize energy costs. You are responsible for the cost of

phone and cable installation and use.

HEATING SYSTEM — You have a gas-fired forced hot water baseboard two-zone heating system that
was installed in 1998. You have a thermostat to control the amount of heat on your first floor and a
thermostat to control the heat on your second floor. You may regulate them individually as you wish.
Your boiler and water heater are in the basement. The system vents to the outside through the black
boxes you see on the exterior surface of your unit. When the system is on you will see white smoke
coming from that black vent outside your windows. This is harmless moisture that dissipates. The
basement is not heated. Please remember to keep all personal belongings five feet away from the

boiler and the water heater per Fire Safety Laws.

ELECTRICAL PANEL — The panel is in your kitchen. Should your electricity go out unexpectedly
check your electrical panel to see if you have tripped a circuit breaker. You will be able to tell if one
of the breakers is out of position. You may click it back in position to see if that works. If you are
still without electricity or uncomfortable checking the circuit breakers, please call the office for

service.

APPLIANCES —. You are currently provided with a one-time complimentary frost-free Frigidaire
refrigerator. The AHA is not responsible for replacing your refrigerator. Should you choose to bring
your refrigerator, please let us know so that we may remove the one in place. The recommended
setting is three. You have an electric stove with four burners and one oven. Please remember that
electric burners take a while to cool down after being turned off. If something on the stove is burning
you will need to remove it from the stove to a hot plate on the counter. Do not place a hot pot directly
on the countertop, it will burn and damage it. Residents whose front door opens against the stove are
reminded not to place long curtains on that window to avoid a fire hazard. It is the responsibility of
cach resident to clean their appliances regularly to keep them in good working order and to prevent a

fire hazard,

WINDOWS ~— You have vinyl double-hung tilt in windows. When you are ready to wash them, raise
or lower them a couple of inches before trying to pull in the sash, slide the clips over and pull the
window down. When finished, pop the window back in place. If you have difficulty with them, do
not force them, call the office for assistance. There are safety clips on the windows which enable you
to get fresh air but prevent someone from getting in or falling out of the window. Please utilize those

safety clips to avoid a tragedy!
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AIR CONDITIONERS — You may put them in your windows, however the AHA does not provide
them and some restrictions do apply. (Please see air conditioning policy.) If you need to have one
installed or removed, you must notify the office prior to installation to make sure it is installed by a
licensed and insured contractor. The office has a list of vendors you can call to install your AC. All
air conditioners are to be removed effective Columbus Day and remain out until April 1%, of the
following year.

HARDWOOD FLOORS, WOODWORK, AND RAILINGS — You have hardwood floors in your
living room, bedrooms, and stairs. They have been sealed with polyurethane produce. Care of those
floors will involve regular cleaning with mild detergent and water. You may not paint the floors or
natural woodwork or railings.

BATHROOMS — Your bathroom was remodeled in 2001. You have a bathroom fan for proper
ventilation. It runs in conjunction with the electrical switch but stays on for several minutes after
being shut off. This is to allow for proper ventilation of the bathroom and may not be disconnected.
The recommended product for cleaning of the tub and sink is a soft non-abrasive cleaner. The
bathroom should be cleaned regularly to prevent the accumulation of mold. The window in your
shower has obscure glass but works the same as your other windows. Use only mild cleaning
solutions on your medicine cabinet mirror. DO NOT USE cleaners that contain ammonia, vinegar, or
chlorine. It will damage the mirrors. Your tub and sink have rubber stoppers. The drains are fitted
with wire mesh to prevent anything from going down the drains. You will need to remove hair, etc.
from that wire mesh regularly to prevent clogs. There are shut-off valves under your toilet tank. If
your toilet runs over, shut off the valves under the tank to stop the water from flowing. Itis
recommended that you acquire a plunger to unplug your toilet. Should you be unable to do so, call the
office for service.

LAUNDRY - There are hook ups for a washer and a dryer in the basement only. Laundry hook ups
are not allowed anywhere else in the apartment. You also have a laundry sink or set tub into which the
water from your washer will drain. Some units have what is called a standpipe for your washer hose
to fit into. Each unit has a special utility window in the basement through which the dryer must be
vented. It is the responsibility of each tenant to make sure that their dryer is properly vented in
accordance with fire laws. A dryer that is not properly vented may not be utilized at all.

SMOKE/CARBON MONOXIDE DETECTORS - You have smoke detectors and CO detectors on
every floor of your unit including the basement. The smoke detectors are hard wired and are checked
annually to make sure they are in proper working order. The CO detector is battery operated and
checked annually with new batteries installed. In the event there is a fire in your unit, or a reading of
carbon monoxide, they will go off. At that time, you will need to make sure everyone in your
household leaves the unit, shut the door, and call 911.

TRASH REMOVAL — It is the responsibility of every resident to remove the trash from inside their
unit and around the outside of their unit on a regular basis. There are two large dumpsters located
Memorial Circle on Chestnut Court. They are emptied regularly. Trash must be tied and placed inside
the dumpster. Please do not send young children down to the dumpsters with bags of trash.

TRASH REMOVAL — It is the responsibility of every resident to remove the trash from inside their
unit and around the outside of their unit on a regular basis. There are two large dumpsters located
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Memorial Circle on Chestnut Court. They are emptied regularly. Trash must be tied and placed inside
the dumpster. Please do not send young children down to the dumpsters with bags of trash.

They are too small to lift the bags into the dumpsters, and the bags tend to rip open by the time they
drag them down there. Trash may not be left outside your unit or outside the dumpster. If trash is left
around your unit or the dumpster, AHA maintenance will clean it up, remove it, and you will be billed.
Everyone wants to live in a clean neighborhood. Please do your part to make it so.

STORAGE ~ is available in your basement. However, all belongings must be five feet away from the
boiler and hot water heater. In addition, it is necessary that the maintenance or service contractors be
able to walk through to services should they need repair, in accordance with fire laws.

PARKING ~ If you own a car, you will be assigned one parking space and given a sticker for the
same. Parking is limited so visitors and second vehicles must park on Chestnut Court behind
Memorial Circle near the dumpsters. No unregistered or non-working vehicles may remain on AHA
property and will be towed at the owner’s expense. Servicing vehicles on AHA property is prohibited.
Should you replace your vehicle, please remember to contact the office to obtain a new sticker and
give a copy of the registration. DO NOT PARK ON THE FIRELANES. YOUR VEHICLES

WILL BE TOWED.

SNOW REMOVAL ~ It is the responsibility of every tenant in Memorial Circle to shovel snow from
their front and rear steps. The AHA will clear the snow from the common staircases, the sidewalks,
and the road. In addition, the AHA will clear parking areas IF your car is moved while snow removal
operations are going on. You must clean your cars. Cars that impede the roadway snow removal

process will be towed.

MAIL — is delivered to your mailbox, which is located outside your front door. A U.S. mailbox is
located outside AHA offices on Stowe Court and is picked up regularly.

CABLE TELEVISION — The AHA does not provide cable service or hook ups. You can obtain the
same, by calling the local cable company listed in the back of this handbook. You are responsible for
the related installation and service costs for cable. Individual satellite dishes are not permitted at all.

RECREATIONAL FACILITIES — A playground is in the center of the Memorial Circle Property. It
is there for the use of young children as attended by an adult and is open Monday through Friday 8:00
a.m. to dusk and Sundays 9:00 a.m. to dusk. For safety’s sake, please do not bring any bottles or
glasses to the playground site. There are two basketball courts. One is located behind the playground
and the other is behind 25-35 Memorial Circle. There is also a designated play area located behind the

25-35 Memorial Circle.

SKATE PARK — There is a beautiful skate park in Andover located off Shawsheen Road behind the
West Middle School. Andover is fortunate to have this $100,000 skate park for the use for the use of
all Andover residents. Skateboarding, rollerblading, and roller skating are not allowed on Housing

Authority property. Please utilize the skate park for these activities.
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CHESTNUT COURT — BUILT IN 1952 — ONE BEDROOM UNITS 42

Chestnut Court is located off Chestnut Street and Morton Street. It has forty-two apartments for
seniors and/or disabled people. There are five buildings. Two of them are two story buildings with
common hallways. Three of them are single story buildings with individual entrances and no common
hallways. Each building has a long-roofed veranda to be enjoyed by all residents. A roofed bus
shelter is located at the corner of Stowe and Chestnut Court. The circle has a glider and a screened
gazebo for resident use. Each apartment has a living room/kitchen combination, one bedroom and a
bathroom. All units are within walking distance of the AHA office and community room.

UTILITIES- Heat, hot water, electricity, and cooking fuel are included in your rent calculation.
However, it is your responsibility not to abuse energy by making sure lights, air conditioners, fans, etc.
are not left on when not being utilized to minimize energy costs. You are responsible for the cost of

phone and cable installation and use.

HEATING SYSTEM — You have a gas fired forced hot water baseboard heating system. The boilers
were installed in 1997. You have in your main room a thermostat so that you may regulate your own
heat to as warm as you like. The boilers are on from September 15" — June 15™. Hot water is

available year-round.

ELECTRICAL PANEL — The panel is in your bedroom closet. Should your electricity go out
unexpectedly check your electrical panel to see if you have tripped a circuit breaker. You will be able
to tell if one of the breakers is out of position. You may click it back in position to see if that works.
If you are still without electricity or uncomfortable checking the circuit breakers, please call the office

for service.

APPLIANCES - You have a frost-free Frigidaire refrigerator. The recommended setting is three. The
AHA issues one refrigerator to each unit. You have a gas stove. Some of the stoves have pilots and
some of them have electronic ignition. The ones with pilots will light when you turn the knob. The
stove with the electronic ignition will need to have the knob turned all the way to the light position and
then adjusted to how high you want it. If you ever smell gas in your apartment, check your burners to
make sure the knobs are in the off position. If they are and you still smell gas, call the office number

for service.

AIR CONDITIONERS — You may put them in your windows, however the AHA does not provide
them and some restrictions do apply. (Please see air conditioning policy.) If you need to have one
installed or removed, you must notify the office prior to installation to make sure it is installed by a
licensed and insured contractor. The office has a list of vendors you can call to install your AC. All
air conditioners are to be removed effective Columbus Day and remain out until April 1%, of the

following year.

LAUNDRY FACILITIES — Washers and dryers are available in two laundry rooms in two of the
single-story Chestnut Court buildings. One laundry room is located between units 37 and 38 facing
the ball field. The other laundry room is located between units 27 and 28 facing the basketball court.
Currently the charge for each washer and dryer is $1.00 per load. Call the number provided for the

service.
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There are clothes lines located to the rear of every building should you choose to air dry your clothes
and linens.

WINDOWS — You have vinyl double hung tilt in windows. When you are ready to wash them, raise
or lower them a couple of inches before trying to pull in the sash, slide the clips over and pull the
window down. When finished, pop the window back in place. If you have difficulty with them, do
not force them, call the office for assistance. There are safety clips on the windows which enable you
to get fresh air but prevent someone from getting in or falling out of the window. Please utilize those
safety clips to avoid a tragedy!

COMMON HALLWAYS — In the two-story buildings, there are common hallways that have front and
back doors. It is recommended that the back outside hallway doors always remain locked. The front
hallway doors may be locked based on the preferences of the four people sharing the doorway.
Generally, they are kept unlocked during the day between 7:00 a.m. and 4:00 p.m. to accommodate
home health aides, visiting nurses, etc. Hallway keys are issued at lease up. Nothing may be hung on
the walls of the hallways. Please keep your hallways clean and note that in accordance with Fire Laws
no personal belongings may be stored in the front or back hallways at all.

MAILBOXES — In the single-story buildings, mail is delivered through a mail slot in the front door.
In the two-story buildings numbered mailboxes are located on the wall in the downstairs entryway.
You were issued a key for your mailbox when you signed your lease. It is the small one.

TRASH REMOVAL — Dumpsters are available surrounding the property for the disposal of trash.
One is located on Stowe Court opposite Chestnut Court. Another is located next to unit one in
Chestnut Court. Please tie up trash before placing it in the dumpster to avoid having loose trash blow
around the property. The dumpsters are fitted with side sliding doors on each side, so you do not have
to reach over the top.

FIRE ALARMS — In every unit there is a hardwired smoke detector. In your common hallways is a
fire alarm. If you are cooking in your apartment and it creates some smoke, i.e., burned toast, please
open your windows to allow the smoke to clear. DO NOT OPEN YOUR APARTMENT DOOR. The
hallway smoke alarm will trigger the fire alarm and the fire department will be notified to come.
However, if you have an actual fire, leave your apartment and building right away shutting your
apartment door behind you. In addition, in the living room there is a battery-operated carbon
monoxide detector. In the event there is a fire in your unit, or a reading of carbon monoxide, they will
go off. At that time, you will need to make sure everyone in your household leaves the unit, shut the
door, and call 911.

PARKING - If you own a car, you will be assigned one parking space and given a sticker for same.
Parking is limited so visitors and second vehicle parking is available along the fences bordering the
ball field and behind Memorial Circle near the dumpsters. No unregistered or non-working vehicles
may remain on AHA property and will be towed at the owner’s expense. Servicing vehicles on AHA
property is prohibited. Should you replace your vehicle, please remember to contact the office to
obtain a new sticker and bring a copy of your registration.
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GRANDVIEW TERRACE — BUILT IN 1962 — ONE BEDROOM — UNITS 40

Grandview Terrace is located between Memorial Circle and the Andover Housing Authority Office. It
consists of two brick garden style buildings with overhangs shading large verandas. One building has
eighteen units and the other has twenty-two units. All the units are for seniors and/or disabled people.
Each unit has four rooms, a living room, one bedroom, an eat-in kitchen, and a bathroom. The living
room and bedroom have hardwood floors. Grandview Terrace is within walking distance to the AHA

office and Community room.

UTILITIES- Heat, hot water, electricity, and cooking fuel are included in your rent calculation.
However, it is your responsibility not to abuse energy by making sure lights, air conditioners, fans, etc.
are not left on when not being utilized to minimize energy costs. You are responsible for the cost of

phone and cable installation and use.

HEATING SYSTEM - You have a gas fired forced hot water baseboard heating system. The boilers
were installed in 1997. You have in your living room a thermostat so you may regulate your own heat
to as warm as you like. The boilers are on from September 15" — June 15%, Hot water is available

year-round.

ELECTRICAL PANEL — The panel is in your kitchen. Should your electricity go out unexpectedly
check your electrical panel to see if you have tripped a circuit breaker. You will be able to tell if one
of the breakers is out of position. You may click it back in position to see if that works. If you are
still without electricity or uncomfortable checking the circuit breakers, please call the office for

service.

APPLIANCES - You have a frost-free Frigidaire refrigerator. The recommended setting is three. The
AHA issues one refrigerator to each unit. You have a gas stove. Some of the stoves have pilots and
some of them have electronic ignition. The ones with pilots will light when you turn the knob. The
stove with the electronic ignition will need to have the knob turned all the way to the light position and
then adjusted to how high you want it. If you ever smell gas in your apartment, check your burners to
make sure the knobs are in the off position. If they are and you still smell gas, call the office for
service. If your stove or oven will not light, call the office for repair. '

AIR CONDITIONERS - You may put them in your windows, however the AHA does not provide
them and some restrictions do apply. (Please see air conditioning policy.) If you need to have one
installed or removed, you must notify the office prior to installation to make sure it is installed by a
licensed and insured contractor. The office has a list of vendors you can call to install your AC. All
air conditioners are to be removed effective Columbus Day and remain out until April 1% of the

following year.

LAUNDRY FACILITIES — Washers and dryers are available in two laundry rooms in the basement of
each building. One laundry room is located between units 28 and 29 facing the ball field. Currently the
charge for each washer and dryer is $1.00 per load. Call the number provided for service. There are
clothes lines located to the rear and side of the upper building should you choose to air dry your

clothes and linens.
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COMMON HALLWAYS — There are common hallways in the back and the front of each entryway
that are shared by four apartments in some entryways and six apartments in other entryways. It is
recommended that the back hallway doors be kept always locked. The front hallway doors may be
locked based on the preferences of the people sharing the doorway. Generally, they are kept open
during the day to accommodate home health aides, visiting nurses, etc. from 7:00 a.m. to 4:00 p.m.
Hallway keys are issued at lease up. Nothing may be hung on the walls of the hallways. Please keep
your hallways clean, and note that in accordance with fire laws, no personal belongings may be stored
in the hallways at all.

MAILBOXES — Your mailbox is located on the first floor of the common hallway. It is numbered
alike to your unit. The key for the box is a small one and is issued at lease up.

TRASH REMOVAL — Dumpsters are available surrounding the property for the disposal of trash.
The closest one to Grandview Terrace is located at the end of the parking area. Please tie up trash
before placing in the dumpster to avoid having loose trash blow around the property. The dumpsters
are fitted with side sliding doors on each side, so you do not have to reach over the top.

FIRE ALARMS — In every unit there is a hardwired smoke detector. In your common hallways is a
fire alarm. If you are cooking in your apartment and it creates some smoke, i.e., burned toast, please
open your windows to allow the smoke to clear. DO NOT OPEN YOUR APARTMENT DOOR. The
hallway smoke alarm will trigger the fire alarm and the fire department will be notified to come.
However, if you have an actual fire, leave your apartment and building right away shutting your
apartment door behind you. In addition, in the living room there is a battery-operated carbon
monoxide detector. In the event there is a fire in your unit, or a reading of carbon monoxide, they will
go off. At that time, you will need to make sure everyone in your household leaves the unit, shut the
door, and call 911.

PARKING — There is a parking lot located in Grandview Terrace in front of the Stowe Court office.
In addition, there are some Grandview Terrace designated parking spots on Memorial Circle. If you
have a car and it is registered, you will be issued a parking sticker and parking space. Unregistered or
inoperable vehicles may not be parked on the premises and will be towed at the owner’s expense.
Servicing of vehicles on the property is prohibited. Visitor parking is limited, but available along the
curb in front of the AHA office.

APPLIANCES — You have a frost-free Kenmore refrigerator. The recommended setting is three. The
AHA issues one refrigerator to each unit. You have a gas stove. Some of the stoves have pilots and
some of them have electronic ignition. The ones with pilots will light when you turn the knob. The
stove with the electronic ignition will need to have the knob turned all the way to the light position and
then adjusted to how high you want it. If you ever smell gas in your apartment, check your burners to
make sure the knobs are in the off position. If they are and you still smell gas, call the office for
service. If your stove or oven will not light, call the office for repair.
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FRYE CIRCLE — Built in 1976 — 96-One-bedroom units

The Frye Circle housing development is located off route 28 at 256 North Main Street in Andover. It
has eleven residential buildings and one Community Building that is a converted barn. There are
ninety-six apartments for Senior and/or Disabled people. There are seven, eight-unit buildings, and
four — ten-unit buildings. Each apartment consists of a living room/dining room combination with a
galley kitchen, one bedroom and a bathroom. There are several gliders and a roofed bus shelter
located on the property, along with two gazebos for resident use.

UTILITIES — At Frye Circle all services are electric and are included in your rent calculation.
However, it is your responsibility not to abuse energy by making sure lights, air conditioners, fans, etc.
are not left on when not being utilized to minimize energy costs. You are responsible for the cost of

phone and cable installation and use.

HEATING/AIR CONDITIONER SYSTEM — You have heat pumps installed in your living room and
bedroom. There is a thermostat in your living room and bedroom that you may regulate as you wish.

ELECTRICAL PANEL — The electrical panel is located on the wall next to your apartment front door.
You have circuit breakers. Should your electricity go out unexpectedly, check your electrical panel to
see if you have tripped a circuit breaker. You will be able to tell if one of the breakers is out of
position. You may click it back in position to see if that works. If you are still without electricity or
feel uncomfortable checking the panel, please call the office for service.

APPLIANCES - You have a frost-free Frigidaire refrigerator that was put in your apartment. The
recommended setting is 3. You have an electric stove with four burners and one oven. Please
remember that electric burners take a while to cool down after being turned off. If something on the
stove is burning you will need to remove it from the stove to a hot plate on the counter. Do not place a
hot pot directly on the countertop, it will burn and damage it. Many of the units are outfitted with a
garbage disposal. To operate, place your garbage in the drain, run the water, and flip the switch on the
wall over the sink to turn on the disposal. Allow it to run sufficiently enough to process the food
particles down the drain. Do not put bones, banana peels, or popcorn in the disposal. Never put your
hands or anything other than food in the disposal.

LAUNDRY FACILITIES — Washers and dryers are available in the bottom floor of the community
building located in the center of the property. There are standard-sized washers as well as one for
large loads. Currently the charge for each washer and dryer is $1.00 per load. Call the number

provided for service.

COMMON HALLWAYS — Every residential building in Frye Circle has shared or common hallways.
There are front and back doors. It is recommended that the back bedroom hallway doors always
remain locked. You are issued a key for the hallway at lease up which also opens the community
building. Generally, they are kept unlocked during the day between 7:00 a.m. and 4:00 p.m. to
accommodate home health aides, visiting nurses, etc. It is generally agreed upon by the residents of
each building or entryway as to when the building doors will be locked beyond that. Nothing may be
hung on the walls of the hallways. Please keep your hallways clean and note that in accordance with

Fire Laws no personal belongings may be stored in the front or back hallways at all.
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MAIL DELIVERY — You have a personal mailbox located in the community building with the
number corresponding to your apartment number. The key is a small one and is issued at lease up.
There is also a post office mailbox located in the entry foyer of the community building for outgoing
mail.

TRASH REMOVAL — Dumpsters are available in two locations on the property for the disposal of
trash. One is opposite J building, and the other is opposite H building. Please tie up trash before
placing it in the dumpster to avoid having loose trash blow around the property. The dumpsters are
fitted with side sliding doors on each side, so you do not have to reach over the top.

FIRE ALARMS — In every unit there is a hardwired smoke detector. In your common hallways is a
fire alarm. If you are cooking in your apartment and it creates some smoke, i.e., burned toast, please
open your windows to allow the smoke to clear. DO NOT OPEN YOUR APARTMENT DOOR. The
hallway smoke alarm will trigger the fire alarm and the fire department will be notified to come.
However, if you have an actual fire, leave your apartment and building right away shutting your
apartment door behind you.

PARKING — If you own a car, you will be assigned one parking space and given a sticker for same as
soon as one becomes available. Until you are assigned a space, you may park along the curb on the
side of the community building. Visitor parking is designated as such. No unregistered or non-
working vehicles may remain on AHA property and will be towed at the owner’s expense. Servicing
vehicles on AHA property is prohibited. Should you replace your vehicle, please remember to contact
the office to obtain a new sticker and bring a copy of your registration.

COMMUNITY BUILDINGS ~ The community building houses a maintenance shop, laundry
facilities, mailbox area, 3 handicap bathrooms, a kitchen, and a community room. It has an automatic
door opener at each entrance. The building is open from 7:00 a.m. to 4:00 p.m. and may be accessed
by merely pushing the HC wall plate. After or before those times you may use the same key that
opens your apartment building to open the community building. Use of the community building is
covered in the general information section of this handbook.
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STOWE COURT - Built in 1982 — One-bedroom units — 40

Stowe Court is located off Chestnut Court. It consists of two buildings. One is a large residential
building containing forty apartments for senior and/or disabled people. All the units are situated off
common hallways. The second building houses the offices of The Andover Housing Authority and a
community Room. Each apartment has a living room and bedroom with a kitchen and bathroom.

UTILITIES- Heat, hot water, electricity, and cooking fuel are included in your rent calculation.
However, it is your responsibility not to abuse energy by making sure lights, air conditioners, fans, etc.
are not left on when not being utilized to minimize energy costs. You are responsible for the cost of

phone and cable installation and use.

HEATING SYSTEM — You have a gas fired forced hot water baseboard heating system. You have in
your living room a thermostat so you may regulate your own heat to as warm as you like. The boilers
are on from September 15" — June 15™. Hot water is available year-round.

ELECTRICAL PANEL — The panel is in your bedroom. Should your electricity go out unexpectedly
check your electrical panel to see if you have tripped a circuit breaker. You will be able to tell if one
of the breakers is out of position. You may click it back in position to see if that works. If you are
still without electricity or uncomfortable checking the circuit breakers, please call the office for

service.,

APPLIANCES - You have a frost-free F rigidaire refrigerator. The recommended setting is three. The
AHA issues one refrigerator to each unit. You have a gas stove. Some of the stoves have pilots and
some of them have electronic ignition. The ones with pilots will light when you turn the knob. The
stove with the electronic ignition will need to have the knob turned all the way to the light position and
then adjusted to how high you want it. If you ever smell gas in your apartment, check your burners to
make sure the knobs are in the off position. If they are and you still smell gas, call the office for
service. If your stove or oven will not light, call the office for repair.

AIR CONDITIONERS - You may put them in your windows, however the AHA does not provide
them and some restrictions do apply. (Please see air conditioning policy.) If you need to have one
installed or removed, you must notify the office prior to installation to make sure it is installed by a
licensed and insured contractor. The office has a list of vendors you can call to install your AC. All
air conditioners are to be removed effective Columbus Day and remain out until April 1%, of the

following year.

LAUNDRY FACILITIES — There are two washers and two dryers located in the laundry room which
is in the Stowe Court Community Building across the courtyard from your apartment building.
Currently the charge for each washer and dryer is $1.00 per load. Call the number provided for

service.

COMMON HALLWAYS — There are common hallways throughout the Stowe Court Residential
building. There are several entrances and exits throughout the building, all of which should always
remain locked. Be aware of the exit closest to your apartment that allows the quickest exit in the event
of an emergency. Nothing may be hung on the hallway walls at all. Please keep your hallways clean
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and note that in accordance with fire laws no personal belongings may be stored in the hallways at any
time. Each apartment has an emergency evacuation route on the back of your entrance door.
INTERCOM SYSTEM — Stowe Court has an intercom system. Anytime a visitor wishes to gain
entrance they must go to the main entrance where the intercom panel is located and push the button
next to the apartment number they wish to access. In your apartment you have a corresponding panel
with a button to push if you wish to allow someone to enter. Do not allow anyone in the building who
has not identified themselves.

MAILBOXES — Your mailbox is in the lobby of the Community Building right across the courtyard.
Your mailbox has a number, which corresponds to your apartment number. The key for the mailbox is
the small one and is issued at lease up.

COMMUNITY BUILDINGS — The community is located across the courtyard from your residential
building. It houses the community room, laundry room, bathrooms, and the AHA offices. Both
entrances have an automatic door opener at each entrance. These automatic door openers are on
timers from 7:00 a.m.to 4:00 p.m. and may be accessed by merely pushing the HC wall plate. After or
before those times you may use the same key that opens your apartment building to open the
community building. Use of the community building is covered in the general information section of
this handbook.

TRASH REMOVAL — A dumpster is available for trash removal and located on the Stowe Court
driveway. Please tie up trash before placing it in the dumpster to avoid having loose trash blow around
the property. The dumpsters are fitted with side sliding doors on each side, so you do not have to
reach over the top.

FIRE ALARMS — In every unit there is a hardwired smoke detector. In your common hallways is a
fire alarm. If you are cooking in your apartment and it creates some smoke, i.e., burned toast, please
open your windows to allow the smoke to clear. DO NOT OPEN YOUR APARTMENT DOOR. The
hallway smoke alarm will trigger the fire alarm and the fire department will be notified to come.
However, if you have an actual fire, leave your apartment and building right away shutting your
apartment door behind you. In addition, in the living room there is a battery-operated carbon
monoxide detector. In the event there is a fire in your unit, or a reading of carbon monoxide, they will
go off. At that time, you will need to make sure everyone in your household leaves the unit, shut the
door, and call 911.

PARKING - If you own a car, you will be assigned one parking space and given a sticker for same as
available. Until you are assigned a space, you may park along the curb and adjacent to the ballfield.
Visitor parking is designated as such. No unregistered or non-working vehicles may remain on AHA
property and will be towed at the owner’s expense. Servicing vehicles on AHA property is prohibited.
Should you replace your vehicle, please remember to contact the office to obtain a new number and
bring your registration.
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Board Policy Amendment: Lockout Policy

Effective Date: March 1, 2026
Updated Lockout Policy (Effective March 1, 2026)

Lockouts During Office Hours:
- No charge. Call the work order line for assistance.

Lockouts After Business Hours:
- First after-hours lockout (within any rolling 12-month period): Free.
- All subsequent after-hours lockouts (within the same 12-month period):
* Full actual cost recovery based on maintenance overtime/doubletime hourly rate plus
$10 administrative fee.
* No capped maximums—tenant pays the full calculated cost.

Maintenance Hourly Rates for Cost Recovery:
- Overtime: $51.67-$66.81/hour
- Doubletime: $68.90-$89.08/hour

Billing & Administration:
- Invoices due within 30 days.
- Maintain a rolling 12-month count of after-hours lockouts per household.

Recommended Board Action:

Move to approve the updated lockout policy described herein; authorize staff to amend
the Resident Handbook and Tenant Damage Charge List accordingly; and establish the
maintenance after-hours rate table (overtime/doubletime) as presented, effective March 1,

2026.

Presented to the BOC: 12/17/2025
Approved by the BOC: 12/17/2025



