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THE HOUSING AUTHORITY 
OF THE CITY OF ERIE 

 
RESIDENT HANDBOOK 

_______________________ 
 

INTRODUCTION 
 
The Housing Authority of the City of Erie (HACE) owns and manages affordable 
housing for low- and moderate-income families, seniors, and persons with disabilities. 
HACE manages 2,215 units of housing. This includes 210 units at Erie Heights and 63 
units at Curry/Schell, which are unsubsidized, moderate-income housing with fixed 
monthly rents. The rent for all other housing managed by HACE is based on family 
income. 
 
The information in this handbook, which is an addendum to your lease, applies to all our 
Public Housing and unsubsidized residents. 
 
HACE prides itself in being a professionally managed organization with all site 
managers certified as Public Housing Managers. The management and maintenance 
staff are trained to follow procedures that are designed to provide efficient service and a 
pleasant living environment for all residents. Your cooperation with the management 
and maintenance staff in following the rules and regulations described in this booklet will 
result in an excellent relationship between you and HACE staff. 
 
OCCUPANCY 
 
Lease 
The lease is an agreement between you and HACE. It is important that you read and 
understand thoroughly what this agreement means. Read it carefully. Your manager 
can answer any questions about the lease. It is a binding legal document that commits 
both parties to certain conditions. You have been given a signed copy for your records. 
 
Public Housing residents are required, by the terms of our Public Housing Admissions 
and Occupancy Policy and Lease, to report to the management office, within twenty 
(20) days of the occurrence, any change in family income or family composition. 
 
HACE is required to reexamine all assisted households annually, to determine changes 
in income and rent. You will be notified in advance as to the date of the reexamination.  
 
Rent 
All rent is due on the first business day of each month, and payable by the 10th of each 
month. Rents in federally subsidized housing (all but Erie Heights and Curry/Schell) are 
based on family size and income. Failure to pay your rent by the 10th of the month will 
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result in a notice of lease termination. This notice starts the legal process for eviction. 
Failure to pay by the 10th of the month will also result in a $25.00 late charge. Charges 
for repairs or damages are also due and payable with the rent. Each month, you will 
receive an itemized rent statement indicating the amount due on your account. Take the 
full statement, along with your full payment, to any office of the First National Bank, Erie 
Federal Credit Union, Northwest Savings Bank, Widget Financial, or Erie Bank. The 
bank teller will retain the white copy and mark the yellow copy "paid" and return it to you 
for your records. The banks cannot accept partial payment. Arrangements can also 
be made to have your rent automatically deducted each month from your checking or 
savings account.  
 
Security Deposit 
Your security deposit is not rent, but a deposit to insure the fulfillment of the lease 
conditions, and as a contingency against any damage to the apartment. If you fulfill your 
lease according to the terms, only charges for damages, excluding normal wear and 
tear, will be deducted from your security deposit. The security deposit is required when 
you sign the lease.  
 

Occupants 
Only the people named on your lease and the current recertification form are permitted 
to occupy your apartment/house. Guests and/or visitors are permitted for a period not 
exceeding 14 days in a 52-week period.  
 

Inspections 
At move in, you will receive a move-in inspection form that will need to be completed 
and signed by both parties to establish a record of the condition of the unit upon your 
occupancy. You will be provided with a copy of this completed form for your records. It 
can then be utilized as a reference point during the move-out inspection. This before- 
and after-inspection can save unnecessary misunderstandings. Any damages noted at 
the final inspection will be charged to you. 
 
After your first 90 days of occupancy, the manager will inspect your apartment/house. 
Preventative repairs identified in these inspections will be made, as necessary.  
 
At a minimum, units will be inspected annually. Units with issues, such as 
housekeeping, will be inspected more often.  
 
When you are ready to vacate the apartment, a move-out inspection will be conducted 
to assess the condition of the apartment and to determine if any charges for damages 
should be billed. 
 
During an inspection, all windows must be accessible, and all pets must be secured. 
 
Welfare checks may be done by HACE staff and can include first responders. In this 
instance if we receive information that leads us to believe that there could be an 

Commented [JS1]: Lease only says 14 days. Should we 
leave the highlighted area? 
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emergency by a resident who needs assistance, we will first knock on the apartment 
door and only enter if there is no response, or someone asks us to come in.  
HACE will also enter your unit without any notice in an emergency. This would include 
fire, gas leaks, flood, or similar urgent issues.  
 
Maintenance staff will enter your unit to complete a repair/work order that was called in 
by the Resident. Unfortunately, we are not able to schedule appointments to complete 
work orders.  
 
Right of Entry 
HACE personnel will not enter your apartment without prior notification stating the 
reason for such a visit. Note, though, that HACE reserves the right to enter your 
apartment without notification should we suspect an emergency, or to complete needed 
maintenance repairs. A 48-hour notice will be given for annual and other required 
inspections or for periodic pest extermination.  
 
Utilities 
In some housing with individual utility meters, residents are responsible for paying for 
some or all their own utilities. In consideration for the residents paying their own utilities, 
HACE provides a utility allowance in the form of a credit each month that is subtracted 
from the monthly rent.  
 
Residents must notify the various utility companies concerning their service connections 
and terminations for any utility they are responsible to pay directly.  
 
Residents who have service terminated for any reason are in violation of their lease 
terms, will be billed for any charges incurred by HACE for those utilities and are also 
subject to eviction. 
 
Residents are reminded not to terminate the utility service to their apartment/house 
when they are vacating the unit until they have moved out and returned the 
apartment/house keys to the management office. 
 
In those housing communities where there are no individual meters, the utilities are 
included with the rent. An energy charge can be assessed by HACE for excessive 
usage by residents, based on average energy consumption. You are responsible for 
keeping windows and doors closed during cold weather and for keeping the thermostat 
set no higher than 72 degrees. 
 
Residents are responsible for arranging telephone, cable, and/or internet service. 
Additional utility lines may not be installed without the permission of HACE. HACE is not 
responsible for cable jacks or installation of cable/fiber.  
 
If you choose to have air conditioning, or air conditioning is already a part of the unit, an 
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additional charge will be due monthly with your rent. This fee will be applied year-round, 
to offset the extra electric charges during the cooling season. 
 
The monthly charge is determined by the number of bedrooms in the unit: 
 

One Bedroom $4.00 per month 
Two Bedroom $8.00 per month 
Three Bedroom $10.00 per month 
Four Bedroom $13.00 per month 
Five Bedroom $15.00 per month 
Six Bedroom $18.00 per month 

 
Air conditioning is not provided by HACE at our scattered site homes. Window air 
conditioners are not permitted at Erie Heights or any “general occupancy” housing.  
They are permitted at scattered site units as long as the following specifications are 
followed: 

1. The unit cannot be permanently mounted to the window, casing, or frame. 
Any damage to the window or screen will be billed to the resident accordingly. 

2. No screens are to be removed. 
3. Units are to be properly installed with a descending slope facing outside so 

condensation drains outside. 
4. Units must be plugged directly into a wall receptable/outlet. If an extension 

cord is needed, it must be a heavy duty and/or appliance extension cord. 
Power strips and regular extension cords are NOT permitted and are a fire 
hazard. 

5. Factory side panels are to be used. If they are not wide enough for the 
window, an appropriate (cosmetically appealing) substitute can be used. You 
may not use cardboard for this purpose. 

6. Units must have all the factory components. 
7. Units should not be over 10 years old.  
8. Homes may not have more than 3 air conditioning units. 
9. Units can only be installed from May 1st through September 30th. HACE 

reserves the right to remove any unit before and after these dates and bill the 
resident accordingly. 

10. Portable indoor floor units are allowed and highly preferred to window units. 
 
HACE does not recommend installing AC units in rooms with only one window as it will 
be “blocking” the secondary exit in case of fire or emergency. For inspections, HACE 
may require that the unit be removed. HACE reserves the right to remove any unit(s) 
that does not meet the above requirements.  
 
Storage Areas / Basements / Utility Rooms / Vestibules  
Bicycles and tools should be kept in the storage shed or basement, not in the living area 
of your apartment/house or outside the apartment/house. Do not store combustible 
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items, flammable items, or gas-powered items, like gas cans, batteries, propane tanks, 
or charcoal for grills in any indoor areas of the apartment or home.  
 
NOTHING can be stored within 3 feet of the furnace or hot water tank whether 
flammable or not. For them to operate correctly, the hot water heater and furnace needs 
access to air for circulation. 
 
There is only one means of exit/egress from the basement; therefore, it CANNOT be 
used as additional living space (bedroom or playroom). 
 
Schmidt Towers, Ostrow Apartments and Curry/Schell Apartments have storage lockers 
that residents may use. The manager will offer and/or assign a locker to each resident. 
The residents are responsible for providing their own padlock for the unit. Storing 
combustible or flammable items is not permitted. HACE assumes no responsibility for 
stored items.  
 
Moving Out 
Notify the management office 15 days ahead of your planned departure date and 
complete a "Notice of Intent to Vacate" form. Rent is due and payable for those 15 days. 
If you return keys before the 15th day, you will still be charged for the remaining days left 
in the notice.  
 
Pay your account in full. It may be necessary to pay additional charges if damages are 
noted during the move-out inspection that is not covered by your security deposit. 
 
Clean the apartment/house and leave it as you would like to have if you were just 
moving in. 
 
Be sure to remove everything from the apartment; otherwise, we will assume it is 
unwanted. If rubbish is left inside or outside the unit, the charge to remove it will be 
deducted from your security deposit. Large items are to be taken to the dumpster for 
your property. You will be charged if larger items are left outside.  
 
Lock the windows and doors and return all the keys and fobs (for high-rise buildings) to 
the management office. If you leave on a weekend, make arrangements with your 
manager for the return of keys. You have officially moved only when the keys/fobs are 
returned to the office. You will be charged for changing the locks (including the mailbox) 
if you do not return all your keys/fobs. 
 
Provide the management office with a forwarding address so we can mail your final 
statement and security deposit refund (if applicable) to you. 
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You and Your Neighbors 
Life in any neighborhood can be pleasant if certain basic responsibilities are upheld. All 
of us expect everyday courtesies and should be willing to practice them. It makes life 
happier and more enjoyable for everyone. 
 
If you have a get together of any kind, remember that your neighbor(s) may not enjoy it 
second-hand. They have a right to peace and quiet; so please, do not be loud. Do not 
play your music, computer, or TV loudly at any time. Be considerate of the rights and 
privileges of your neighbors. 
 
GENERAL POLICIES 
 
Keys and Locks 
HACE will supply you with two apartment keys, one mailbox key and two entry fobs if 
you live in one of our high-rise apartment buildings. You will be charged to replace any 
lost keys or fobs. All keys and fobs are to be returned to the office upon vacating the 
apartment. Residents are not permitted to alter any lock or install a new or an additional 
lock(s) on the entry door(s). Locks may also not be installed on the outside of any 
interior door.  
 
If you feel that you need to have your locks changed, please contact your manager. 
There is a charge for complete lock changes, and they can only be performed during 
normal business hours. 
 
If any household member is locked out of the apartment during normal business hours, 
please go to the office. HACE will only provide duplicate keys to a person listed on 
the lease. After hours, please call the maintenance number. If you require assistance 
from HACE after normal business hours you will be assessed a charge. Lockouts are 
only done from 6:00am to 12:00am (midnight). For after hours lockouts, the person 
locked out must have their ID ready as proof of being a resident in the unit.  
 
Mail 
Each unit has its own mailbox which can be part of a kiosk at a centrally located spot, a 
bank of mailboxes (high-rises) or may be on your individual unit.  
 
Packages and Deliveries 
Packages are normally delivered to your apartment door. In high-rises, please check 
with your manager to see how they are managed. HACE is not responsible for lost or 
damaged packages.  
 
Renter’s Insurance 
We strongly recommend that you contact an insurance agent to obtain Renter's 
Insurance or another similar policy. This is to cover your personal belongings against 



 
 

 
April 2026   7 
  

vandalism, fire, burglary, water, and sewage damage, as well as personal liability. Our 
insurance does not cover your personal property. 
 
Children 
Residents are responsible for the conduct of their children and their guests' children. 
Children should never be left unattended. You are responsible for any damage to the 
property done by your children, or by visiting children. 
 
Pets 
The purpose of our pet policy is to permit pet ownership by residents of housing owned 
and managed by HACE, not including Better Housing or Curry/Schell Apartments. A 
complete copy of HACE’s Pet Policy can be obtained from the manager’s office or on 
our website. Please note that service/assistance animals are not considered pets. 
 
Vehicles and Parking 
All resident vehicles (cars, trucks, motorcycles etc.) must be registered with the 
management office, and be current on the annual inspection and state registration 
requirements. Parking stickers will be issued for all vehicles permitted on the property. 
Parking is on a first-come, first-served basis, with no assigned spaces at any property 
other than posted handicap spots. Handicap parking spaces are only for those with 
handicap license plates or placards. 
 
Park only in designated areas that do not obstruct or hinder the flow of traffic. Boats, 
recreation vehicles, trailers, campers, and semi’s may not be parked on HACE property. 
Be sure to pay attention to the posted parking regulations in your neighborhood. 
Motorcycles and scooters must use something under the kickstand when parking on 
asphalt.  
 
HACE parking lots and lawn areas are not to be used as storage or repair areas for 
vehicles. Non-working vehicles are not permitted on HACE property.  
 
No vehicles are to be driven or parked on sidewalks, lawns, or in the fire lanes for any 
reason. Vehicles parked in violation of these regulations will be tagged and towed. The 
vehicle owner is responsible for all fees if towed. A charge will also be assessed for any 
damage to HACE property caused by residents and/or visitor vehicles. 
 
Alterations to the Apartment 
Alterations of any kind inside or outside the apartment are strictly prohibited without the 
prior written approval of HACE. Ranges and refrigerators are not to be removed from 
the apartment. The installation/removal of carpet, or any other floor covering, or 
cabinetry is not permitted without approval in writing. Painting/wallpaper is not permitted 
without permission.  Failure to comply will result in charges being assessed to your 
account for damage to the property.  
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Residents may not build new walls or install doors in basements or any other area of the 
unit.  
 
If you wish to install a storm door, it must meet HACE's specifications, have our prior 
written approval, and be left in place when you vacate the apartment/house. Damage 
caused by a resident’s removal of storm door will be charged to the resident at move-
out. 
 
Fences are not permitted to be installed. 
 
Waterbeds are not permitted. 
 
Fish tanks over 20 gallons are not permitted. Please refer to the pet policy. 
 
Antennas 
A hookup to a master TV antenna is available in the apartments at Friendship, Schmid 
and Ostrow. For cable service you must contact the provider of your choice to make 
arrangements. No other antenna of any kind (e.g., TV, radio, or C.B.) may be installed. 
HACE will remove any such installation, after 48 hours’ notice. Small window antennas 
may be placed without being permanently affixed.  
 
Satellite Dishes 
Scattered-site residents who are interested in satellite TV dishes must get prior approval 
from the manager. Installers must contact HACE management office to obtain a copy of 
HACE’s satellite installation specifications. HACE will notify the resident of any charges 
resulting from unauthorized or incorrectly installed satellite dishes. Satellite dishes are 
not permitted at any other property.  
 
Outside areas 
Residents are responsible for maintaining the porches, stoops, steps, and front and 
back walks from the apartment door through the length of the main walk. They are to be 
kept clean in the summer and free from ice and snow in the winter. Residents are also 
responsible for keeping the outside of their apartment/house free of trash. If the area 
must be maintained by HACE because of the residents’ failure to do so, residents will 
be charged for such work. 
 
Please do not leave bicycles/tricycles or toys, in your yard or on steps or sidewalks. 
Residents will be charged for any items needing to be removed by HACE. 
 
Fire pits and grills of any type are NOT permitted anywhere on our properties. 
Tents are also not permitted on our properties. 
 
Swimming pools, trampolines, portable basketball hoops, bounce houses and 
swing sets are not permitted because of potential health and safety hazards. 
Playgrounds and other recreational areas are available to use. 
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Landscaping and mowing 
HACE is responsible for mowing and trimming the lawn. Residents must be sure to 
move any outdoor furniture or toys that are on the lawn before someone comes to mow.  
HACE and any contractor used by HACE are not responsible for ANY damage to items 
left in the yard during grass mowing, trimming or any landscaping activities. 
 
Snow Removal 
HACE is responsible for plowing private roads, parking lots, parking spaces and any 
community sidewalks or entrance ways. Residents are responsible for their porches and 
any sidewalks leading to your unit. Residents in scattered sites are responsible for all of 
their own snow removal including the driveway. At times, HACE may ask residents to 
move their vehicles so that snow can be completely cleared. Your cooperation with this 
is essential.  
 
Gardens (not permitted at high rises unless approved by HACE) 
Vegetable gardens or pots/buckets for vegetables are NOT permitted.  
Flower gardens are permitted at all properties that are not high rises. Rules for the 
flower gardens are as follows: 

1. Gardens may only be planted on the side of the building with the water spigot. 
2. Fencing or products used to enclose the area must be store bought and may not 

be over 2 feet high. 
3. Do not block access to air conditioning units or utility meters.   
4. There must be a clear division between the garden and the grass areas. 
5. All gardens must be cleaned up at the end of the season. If it is not cleaned up, 

you will not be permitted to have a garden the following year. 
6. Please also keep the area clear of any trash and do not dispose of cooking 

materials or food scraps in the garden. (this can attract unwanted pests) 
 
No Smoking Policy 
The US Department of Housing and Urban Development (HUD) requires that all public 
housing be non-smoking. This no smoking policy will apply to all HACE residents and 
their guests. The policy bans smoking indoors in dwelling units and all common areas 
and is also not permitted within twenty-five (25) feet of any HACE property or 
development, including entry ways, porches, balconies, and patios. There is one 
exception for smoking shelters, which are located at Friendship, Schmid and Ostrow. 
Hookahs are included in the no smoking policy and are not permitted. 
 
Marijuana, even if medically prescribed, is not permitted in any unit or common area.  
 
Please refer to the no smoking policy and/or marijuana policy for more information.  
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Housekeeping Standards 
You are responsible for the care of your home, including complying with our 
housekeeping standards. Housekeeping will be evaluated at every inspection and any 
time staff is in your unit.  
 
Housekeeping standards include:  
A. Inside the Unit 

General: 
1. Walls should be clean, free of dirt, grease, holes, cobwebs, marks, and 

fingerprints. 
2. Ceilings should be clean and free of cobwebs.  
3. Windows should be clean. Shades, blinds, and screens should be intact. 
4. Floors should be clean, clear, dry, and free of hazards.  
5. Woodwork should be clean and free of dust.  
6. Doors should be clean, free of grease and fingerprints. Doorstops should be 

present, and doorknobs and locks should be working properly. 
7. Furnaces and hot water tanks should not be surrounded by clutter.  
8. Trash will be disposed of properly and not left in the unit.  
9. The entire unit should be free of rodent or insect infestations. Contact your 

management office if you have a problem with either. 
10. Tables and flat surfaces should be dust free and uncluttered.  
11. Do not allow clothing or other items to pile up around the apartment.  
12. Do not allow clutter to prohibit you from moving freely throughout the apartment. 
13. Bed sheets and linens should be washed at least bi-weekly. Using bed bug 

mattress protectors is encouraged.  
 

Kitchen:  
1. The stove and oven should be clean and free of food and grease.  
2. The refrigerator should be clean. Freezer should not be over filled or have ice 

buildup.  
3. Cabinets should be clean and neat. Cabinet surfaces and countertops should be 

free of grease and spilled food.  
4. Sink should be free of grease and garbage. There should be no buildup of dirty 

dishes.  
5. Food storage areas should be neat and clean without spilled food.  
6. Trash/Garbage should be in a trash container until it is taken out.  

 
Bathroom:  
1. The toilet and tank should be clean.  
2. The tub and shower should be clean and free of excessive mildew or mold. Do 

not use heavy bleach cleaners in the bathtub.  
3. Shower curtains should be in place and an adequate length.  
4. The sink should be clean.  
5. The floor should be clean and dry.  
6. Using bathmats is strongly encouraged. 
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Storage:  
1. Closets should be neat and clean. Flammable materials are not to be stored in 

the unit.  
 
B. Outside the Unit 

1. Yards should be free of debris and trash.  
2. Porches should be clean and free of hazards. Only outdoor items should be 

stored on the porches outside. Only outdoor furniture is permitted.  
3. Hallways, stairwells, and steps should be free of hazards.  

 
Halls, stairways, sidewalks, and all other parts of the building which are a part of the 
common area shall not be obstructed. These areas are not to be used for any purpose 
which may create a health and safety hazard. Residents will not leave any personal 
belongings in any common areas. For example: No garbage cans, mats, umbrellas, 
boots, or other articles shall be placed on stairways, hallways, landings or any other 
common area of the building. Scooters and wheelchairs cannot be left in the hallways. 
 
If housekeeping issues are found, an infraction notice will be given and follow up 
inspections will occur to ensure that the issues have been corrected. If not corrected it 
could result in eviction.  
 
Laundry Rooms 
All the high rises have coin operated laundry rooms located in the building. These 
rooms are generally open to residents 24 hours a day as long as there are no issues 
with noise. Residents are permitted to use 2 machines at a time. Nonresidents are not 
permitted to use the machines for their laundry. If there are any issues with the 
machines, please let the office know. Please do not launder heavy items such as rugs in 
the machines. Only use “HE” (high efficiency) type detergent in the washing machines.  
Please be sure to wipe out the machines after use, clean the dryer lint filter and clean 
up after yourself. Do not use Canadian quarters. 
 
SERVICES 
 

Garbage 
There are a number of different methods used by HACE to remove garbage, depending 
on the location of your apartment.  
 
At non-high-rise buildings, HACE provides one appropriate garbage container for each 
apartment/home. You are not permitted to use any other containers or more than one 
provided container. All garbage must be securely bagged, and everything must fit in the 
container. Containers should only be placed at the curb on garbage day and removed 
when they are emptied.  
 
Check with the office for the pickup day for your location and where the containers 
should be stored.  
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If you are throwing out any large items, they must be placed in the dumpster for your 
property, otherwise, an arrangement can be made with the office. HACE will pick up the 
item for a pre-determined cost and if it placed outside. Do not place any items, 
regardless of size, in any of the common areas. This will be considered dumping which 
is subject to a large fine.  
 
At high-rise buildings residents have access to trash chutes on each floor. All items 
must be bagged before placing in the chute. For larger items, please take them to the 
trash room on the ground floor. Do not put cardboard boxes or glass items in the trash 
chute.  
 
Do not put any garbage or grease in any sink, toilet, or floor drain. Do not dispose of 
diapers, feminine products, cat litter or wipes, even if they are “flushable “in the toilet. 
Plumbing problems caused by these actions are both expensive and unpleasant for 
you.  
  
Maintenance 
For all maintenance service requests, call 814-898-0937. This number is to be used 
for both regular maintenance problems occurring during the workday and for 
emergencies at night, on weekends, and/or holidays. When calling, you will need to 
state your name, address, telephone number, and the nature of your maintenance 
problem as well as your manager's name or the property name. The operator will then 
contact the maintenance department to take care of your request. Requests for service 
are not to be made at the management office. However, if a request for service is not 
completed satisfactorily, please contact your property manager.  
 
You are responsible to report all damage or needed maintenance for your apartment. 
 
The following emergency issues will result in maintenance service after normal 
working hours: 
 
 Any Fire   Gas Leak 
 Major Water Leak (not dripping water) No Electric 
 Furnace Issue (no heat) Plugged Toilet (if only toilet) 
 Smoke Alarm not working  Plugged Drains  
 Refrigerator not working  No hot water 

Lock out (4:30pm-midnight)  
 

Any person locked out of a unit must have proper ID on them and must be on the lease 
for the apartment. Lock changes can only be performed during normal business hours.  
 
Only emergencies that endanger the health of residents will be responded to 
between midnight and 6:00am.  
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Pest Control 
HACE provides pest control service on a regularly scheduled basis. However, if you 
have a pest issue, please call the Maintenance work order line. Do not call the 
extermination service provider directly. Please cooperate by not leaving food open or 
dirty dishes lying around to attract pests. Garbage should never be left in the apartment. 
The best way to prevent unwanted bugs, mice, and other pests from entering your 
dwelling is to keep it neat and clean. If a resident is not home when service is 
scheduled, we will enter the unit to perform the needed work. You will receive specific 
instructions in advance on how to prepare for extermination if necessary.  
 
If you find evidence of bedbugs in your unit, please contact the Maintenance work order 
line at 814-898-0937 immediately. Make sure to follow the instructions given to you by 
the exterminator and HACE. If you fail to follow the instructions given or if you fail to 
keep the appointments with the exterminator, or refuse services, you could be 
responsible for future extermination charges and/or be evicted for lease violations. 
 
SAFETY AND SECURITY 
 
Physical Safety 
Security begins with your own actions. Be sure to make use of any locks and other 
security devices provided to ensure that uninvited people cannot gain access to your 
apartment. Close and always lock your door(s). Several properties have security 
screens installed where the lower-level window screens cannot be removed, but the 
upper level can be for use as an emergency exit. 
 
Exterior security lighting and security cameras located in public areas are provided at 
most HACE properties with the exception of Erie Heights, Curry/Schell, Better Housing 
Apartments and scattered sites. Please report security lighting that is not working to the 
maintenance work order line. HACE also contracts with the City of Erie to provide police 
patrols in our various neighborhoods and buildings. 
 
Any HACE staff that comes to your unit will have a HACE badge visible for you to see. 
At our high-rise buildings, please do not let anyone into the building that you do not 
personally know. Visitors should always use the call boxes to be buzzed in. 
 
A safe community is one where residents are involved. If you see illegal activity taking 
place, report it to the police, and to your manager. HACE will keep all reports completely 
anonymous.  
 
In any emergency, please call 911 first.  
 
VAWA (Violence Against Women Act) 
The Violence Against Women Act (VAWA) provides protection to individuals regardless 
of sex, gender identity or sexual orientation, who are applicant to or residents of any 
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HACE properties and who are the victims of domestic violence, dating violence, sexual 
assault and/or stalking – collectively referred to as VAWA crimes. If you feel that you or 
a household member is a victim of such abuse, please contact your manager. Please 
see the VAWA Policy that you can request from the manager or find online at our 
website. 
 
Illegal Activities 
HACE has a very strict policy on illegal activities, drugs, and alcohol abuse whether by 
Residents or their guests or visitors. Specifically, any criminal activity, or drug and/or 
alcohol abuse that threatens the health, safety, or right to peaceful enjoyment of the 
premises of other residents or HACE employees or contractors will result in eviction.  
 
Any drug-related criminal activity by a resident, on or off public housing 
premises, will result in eviction. HACE has ZERO tolerance for these types of 
activities.  
 
The term “drug-related criminal activity” means the illegal manufacture, sale, 
distribution, use, or possession with intent to manufacture, sell, distribute, or use a 
controlled substance. 
 
Fire Safety 
Below are tips for preventing fires 

1. Dispose of newspapers, magazines, and paper regularly. 
2. Do not leave your apartment while food is cooking.  
3. Clean grease and spilled food from cooking range and oven after each use.  
4. Store containers holding cooking grease away from range.  
5. Do not store pots/pans or other containers in the oven.  
6. Never wear loose clothing or plastic aprons when cooking.  
7. Do not use grills, fryers, or smokers inside.  
8. Keep curtains, towels, potholders, etc., away from range top.  
9. Never use combustible cleaning products or solvents indoors.  
10. Always keep household equipment clean and in good repair.  
11. Have worn and frayed electrical cords replaced immediately.  
12. Avoid overloading electric wiring circuits. Avoid extension cords when possible. 
13. Homemade heating or cooking devices of any kind are not permitted.  
14. Kerosene or gas-powered heaters are not permitted indoors. 
15. Live Christmas trees, garlands or wreaths are not permitted. 
16. Burning candles or incense is not permitted.  
17. No smoking of any kind.  

 
All fires must be reported to the Fire Department by calling 911 and the Maintenance 
number at 814-898-0937 immediately. Always give an accurate and understandable 
address to aid fire fighters in locating the fire. Storage of kerosene, gasoline, propane or 
other flammable or explosive materials is strictly prohibited anywhere in the unit or 
building. 
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If a fire occurs and it is determined that it was caused by a Resident, member of the 
household or visitor, the Resident will be charged with the amount of our insurance 
deductible.  
 
Smoke and Carbon Monoxide Detectors 
All apartments are equipped with smoke and carbon monoxide detectors. The smoke 
detectors can be activated by smoke, steam, dust, etc. 
These detectors are installed for your safety. Do not disconnect, remove the battery, or 
try to repair a smoke detector. Residents can be fined should a smoke detector be 
damaged or made inoperable. HACE checks the smoke/carbon monoxide detectors 
during our annual inspection. You can also check it by pressing the button on the face 
of the detector. All detectors are wired into the electrical system with battery backup. If 
the battery begins to beep intermittently, it needs to be replaced. Call the work order 
number (814-898-0937). Removing a detector and not reporting it is a lease violation.  

Emergency Exits 
Furniture is not to be located in front of doors or windows in the apartments, as these 
could be needed as a means of escape in the event of fire or other emergency.  
 
Highrise buildings will have emergency exits in several areas of the building and on 
each floor.  
 
Do not use the elevator in case of fire emergency.  
 
ENERGY CONSERVATION 
 
Energy conservation results in lower utility bills, which benefit both you and HACE. 
Energy conservation is everyone’s responsibility.  
 
The following are some tips that you can use: 
 

1. Do not leave doors and windows open when the furnace or air conditioner is on. 
2. Do not overfill your freezer. 
3. Remove several items from the refrigerator at one time and close the door 

immediately. Do not make several trips back and forth. 
4. When cooking, use lower settings on the burners and cover the pots. 
5. Do not use your oven to heat the apartment/house. This is also very dangerous. 
6. Turn lights and appliances off when not in use. 
7. Turn TVs off when no one is watching. 
8. Use energy saving LED (Light-Emitting Diode) light bulbs. 
9. Showering uses less water than a bath.  
10. Open or close blinds or curtains depending on whether you need to keep out the 

cold in the winter or the sun in the summer. 
11. Do not set your refrigerator to run colder than necessary.  
12. Use cold water for laundry.  
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13. Always have a full load of laundry. 
 
THANK YOU 
The Housing Authority of the City of Erie looks forward to providing you and your family 
with decent, safe, and affordable housing. We strive to make your new home the best 
possible place to live. If we fail to meet your expectations in any way, please contact us.  
 
IMPORTANT INFORMATION 
  
Your management office is: 
________________________________________________________________                                                                 
 
Your manager is: 
________________________________________________________________                                                                
 
Office phone is: 
________________________________________________________________  
 
Office email is: 
________________________________________________________________                                                               
 
Maintenance and Emergency phone: 814-898-0937 
 
Management office hours:  
Monday-Friday, 8:30am to 4:30pm for phone assistance and confirmed appointments. 
 1:00pm to 4:00pm for in person walk ins.  

 
HACE Central Administration Office  
      606 Holland Street, Erie PA 16501 
      814-452-2425 
      Fax: 814-452-2429    
      TTY 814-455-1797 or 711 

 www.hace.org 
      Hours: Monday through Friday, 8:30am to 4:30pm 
 
Emergency for Police, Fire or Ambulance: 911 
 
Non-emergency Police number: 814-870-1125 
 


