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About the Madison Square Neighborhood Preservation Program (NPP)

Program Description

The Neighborhood Preservation Program (NPP) is a designation for a geographic area of
manageable size where concentrated revitalization efforts will be made. It is a state program
funded through the Michigan State Housing Development Authority (MSHDA) as part of its
community development goals. The NPP is a two-year designation to complete housing
development and neighborhood preservation activities within a relatively small area where other
improvements are taking place.

The role of Lighthouse Communities, Inc.

Lighthouse Communities’ mi ssion is to “help ¢
groups create affordable housing for the purp
serve this mission, Lighthouse provides services within the boundaries of Kent County and

specifically in an area known as Southtown, which is located in the southeast side of the city of

Grand Rapids.

Lighthouse Communities has been awarded funds to oversee an NPP for a specific area in the
Madison Square neighborhood (see description and NPP area map below). Lighthouse will
oversee all administrative and program-related activities. These NPP guidelines have been
designed to govern all activities to be implemented under the Madison Square NPP.

Description of the Madison Square NPP Targeted Area

The NPP target area is the residential and commercial sections on both sides of the streets along
Madison Avenue from Prince to Oakdale, and along Hall Street from Jefferson to Union. This
area is commonly referred to as the heart of the Madison Square neighborhood. There are 107
single family homes and 24 multi-family rental homes in the target area. Of the total 131 homes,
49 are owner-occupied and 71 occupied by renters. Many of these homes are in need of repairs.
Average size per home is 3.07 people (NRSA/CRI data).

NPP timeline
December 1, 2008 through June 30, 2011

Madison Square NPP Components

1) Homeowner Assistance (HOR)
2) Neighborhood Preservation
3) Rental Rehabilitation (RRP)

NPP Targeted Area Map
See map on next page.
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Homeowner Rehabilitation (HOR) Program Guidelines

Introduction

The foll owi constit

ng

utes Lighthouse

Homeowner Rehabilitation Program (HOR). The HOR program is funded through HOME
Investment Partnership Program (HOME) funds provided by the Michigan State Housing
Development Authority (MSHDA). Residential units to be assisted through this program must

be | ocated within the

MSHDA’ s d easdimgeittet e d

criteria and standards established by these guidelines. Lighthouse may amend these guidelines at

any time.

Terms and Conditions of Construction Rehab Services

Role of Homeowners and Lighthouse Communities, Inc.

Homeowners agree to the services of LCI with the understanding that LCI serves only as a
provider of technical assistance and adviser in connection with home repair and rehabilitation. LCI will
provide technical assistance to homeowners by drafting initial work estimates, specifications, and bid
packets; doing work-in progress inspections; and disbursing construction funds. LCI will make
suggestions to homeowners regarding the progress of the work and will assist homeowners in resolving

work-related problems.

Project flow

Activity

Submit Application

Application Review and Approval
On sight meeting/initial Inspection
Write Initial Specification
Estimate Project

Review of Specification

Order Risk Assessment

Adjust Specifications per Risk Assessment
Final Specifications

Estimate Project

Estimate Project

Responsible person

Owner

Grant Administrator

Owner/Rehab Specialist

Rehab Specialists

Rehab Specialist

Owner + Supervising Rehab Specialist
Rehab Specialist

Rehab Specialist

Owner + Supervising Rehab Specialist
Rehab Specialist

Rehab Specialist

LCI shall at times charge reasonable fees to cover the costs of part or all of the services

provi ded LCI Thes

President.

by

e fees are deter mi
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SECTION I: General Provisions
A. Contractual Agreement
- A Contract Agreement must be signed prior to start of construction.
- A Mortgage and Promissory note must be signed prior to reimbursement of
project costs.
- Deed restrictions or covenants running with the land will be required.

B. Income Limit
- All homeowners must meet income requirements.
- The current income limit is 80% of area medium income (AMI). See Income
Limits Sheet.

C. Location
- Only residential properties located in the NPP target area are eligible (see NPP
map).

D. Einancial Assistance.

- Subsidy not to exceed $35,000 per project.

- Payments will be made on a reimbursement basis only. Final 10% of subsidy
amount will be paid upon successful completion of the project. (If participating
in the City’s Rent alrty®wehmapneeptomegtr am, r en
other conditions).

- Allowable Costsfully documented and substantiated costs associated with
making repairs as allowed in Section Ill. Costs in excess of the approved in-
house estimate are not allowed, nor is the entire cost of any change orders/extras
not previously approved by the Lighthou

E. Compliance Requirements

Loan Terms. MSHDA requires that repayment of assistance be based on the ability to
repay; all homeowners with incomes greater than 60% AMI must finance a portion of the
cost with funds outside this grant OR amortize a portion of the loan; this non-grant or
amortized portion must increase with higher incomes.

For projects with grant assistance exceeding $2,500, the applicant proposes to offer
assistance according to the table below:

% of AMI % of project Cost from Grant Funds Loan Term for Grant Funds
80 90 7.5% 15 yrs
50 100
30 100

Additional Loan Terms.
- Alien will be placed on all projects where the amount of grant assistance exceeds $2,500.

Lighthouse Communities, Inc. -MSHDA/MadisonSquareNPP/December 2008-June2011 g



This lien will enforce a loan that is either (a) repayable in full upon sale or transfer or if no
longer occupied by the borrower, (b) amortized under the terms described above, or (c)
forgivable through a 5-year lien when $5,000 or less in CDBG funds is used for rehabilitation
and 100% leverage is brought to the project.

If the property is sold, the amount of assistance will be recaptured as program income under
the terms above.

All homeowner liens in MSHDA's name will be fully deferred loans with no prorated or
partial forgiveness.

The mortgage and mortgage note securing this lien will be on forms provided or approved by
MSHDA.

The mortgage will be properly recorded.

Program Steps

Once a astomer expresses interestinLight house’ s HOR pr ogr &H@R
Program Application and is referred to appropriate staff for questions. The customer is asked to
complete all requested information. This form is completed at the convenience of the customer.
The LCI Application for Homeowner Rehab includes the following forms:

Application Information Form
Family Composition Form
Verification of Resources Form
Verification of Earnings Form

Upon completion of the application, the application is processed by designated LCI staff. The
LCI staff then informs customer of program eligibility. If approved the designated LCI staff
schedules a meeting with the customer.

Lighthouse Communities, Inc. -MSHDA/MadisonSquareNPP/December 2008-June2011 7
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SECTION II: Eligible Owners

HOR Program Eligibility

Only homeowners located within the NPP targeted area are eligible to apply.
Eligibility

Benefits of the proposed program will be targeted to households with incomes at or
below 80% of AMI.

1 2 3 4 5 6 7 8
Low Income 35350 40400 45450 50500 54550 58600 62600 66,650
Very Low 22100 25250 28400 31550 34050 36600 39100 41650

*Income eligibility limits are reviewed on an annual basis.

The characteristics determining eligibility for program benefits are listed below
- Income level not greater than the amounts shown on the table above;

- Current residents of the target area, who meet the minimum requirements assuring the
security of their interest in the property:

A Current property taxes
A Homeowners insurance
A Home mortgage

- Demonstrated lead hazard
Eligible Properties:

- All properties served will be single family, condominium, mobile and manufactured
homes on fee simple lots.

- If HOME funds are used the after-rehab value of assisted units will not exceed HUD
Single Family Value (FHA 203(b)) limit.

- All units assisted with HOME funds will receive at least $1,000 of funds from this
grant.

- All units assisted will receive a maximum of $35,000 in MSHDA assistance,
inclusive of all hard, soft, lead remediation, or other associated costs.

Lighthouse Communities, Inc. -MSHDA/MadisonSquareNPP/December 2008-June2011 8
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SECTION Il1: Rehabilitation Standards

In addition to housing code and/or incipient violations, other repairs are required and certain
items are allowed. In cases where the entire structure is not supported with HOME funds, shared
spaces/systems (e.g. basement, roof) and other areas used by tenants in the HOME-assisted units
(e.g. stairway, porch) must also meet these requirements.

Rehabilitation Standard.

The 2003 Michigan Rehabilitation Code of Existing Buildings published by Michigan
Department of Labor and Economic Growth, Bureau of Construction Code and Fire Safety.
Rehab will meet Housing Quality Standards (HQS) set forth in 24 CFR 982.401.

Eligible Rehabilitation Measures are the actual costs of rehabilitating housing, according to
local guidelines applied consistently to all applicants, including:

Costs to meet applicable rehabilitation standards
Energy-related repairs or improvements
Improvements necessary for persons with disabilities
Abatement of lead-based paint hazards

Eligible Rehabilitation Measures are the actual costs of rehabilitating housing, according to
local guidelines applied consistently to all applicants, including:

Costs to meet applicable rehabilitation standards
Energy-related repairs or improvements
Improvements necessary for persons with disabilities
Abatement of lead-based paint hazards

A. Local Codes.

- All units assisted with HOR program funds must comply with the City Housing
Code and all other applicable codes and regulations.

- All work performed under contract or by the owner must comply with
Lighthouse HORPr ogr am construction standards a
Rehabilitation Division construction standards (see Standard Rehabilitation
Specifications book).

- Eradication of insect and/or rodent infestations shall be the responsibility of the
rental property owner, and not a reimbursable expense under this program.

- Normal operating expenses (i.e. clean-up of refuse, trash, debris) are not
reimbursable.

B. Other Required Repairs. The following itemsaremand at or y under the Li
HOR program:

- Treatment of lead paint hazards, as defined in federal regulations.

- Repair or replacement of public sidewalks.

- Installation of hard-wired smoke detectors.

- Energy efficiency upgrades if not already in place including, but not limited to

Lighthouse Communities, Inc. -MSHDA/MadisonSquareNPP/December 2008-June2011 9



- Exterior sidewall and attic insulation (this may require replacing wiring in
exterior walls and attics)

- Energy Star rated replacement windows and doors, or storm windows
equipped with low-e glass and/or high reflectance screens where appropriate,

- Exterior storm doors

- High efficiency heating systems (90%+ efficient forced air furnaces, for
example),

- Energy Star rated light fixtures

- Motion/light sensor switches where appropriate

- Water conservation upgrades including, but not limited to 1.6 gal/flush (max)
toilets, and low-flow faucets (excluding bathtubs and laundry facilities) and
shower heads.

- Zero-step and Visitability. See Sectionn I11.D.

- Incipient Housing Code Violations. Repairs needed to correct situations which
are likely to become Housing Code violations within the next 5 years as
determined by staff.

- All HUD requirements such as the availability of appliances.

- Other repairs as determined by the Lighthouse Rehab Specialist.

. Modernization and Other Improvements. An i mportant goal of t
RR program is to achieve a “significant i
rental housing units, including modernization. The Rehab Specialist, or his/her

designee, shall apply the modernization standard to each project to determine which

improvements will achieve a significant impact. The following are considered

modernization improvements

- Mechanical Systems: Upgrading of mechanical systems, such as new hot water
tanks, electrical circuit breakers, circuits and wiring, etc. Separation of utilities is
also included. Where available, Energy Star rated products must be used.

- Exterior: Modernization/upgrading of the building s ext eri or t o achi
low maintenance repairs, such as new roofing, vinyl siding where permissible,
chimney repairs, etc. Where available, Energy Star rated products must be used.
Decks and fences other than wire fences are allowable.

- Kitchen and Bathroom Modernization: Improvements to the design and function
of kitchens and bathrooms, including new layouts, cabinets, counter space, floor
coverings, plumbing and lighting fixtures, garbage disposals, food storage, etc.
Kitchens shall have usable counter space in good repair and adequate cabinets
with usable doors and drawers.

- Interior Surfaces: Interior upgrading to correct inappropriate
repairs/modifications to original wall, floor and ceiling surfaces. Examples
include: paneling on the ceiling; use of mixed materials, such as paneling,
drywall, and/or masonite on the same wall, or adjacent walls; boards over
windows; unprofessional plaster repair; severely unlevel floors; poorly installed

Lighthouse Communities, Inc. -MSHDA/MadisonSquareNPP/December 2008-June2011 10
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wood trim, wood trim not installed or of several dissimilar designs;
bathtub/shower enclosures to replace damaged walls, etc. New floor coverings
are also included. Paints and adhesives used must be low/no VOC. Carpeting
must be of 100% recycled and recyclable materials. Upon completion, walls,
ceilings, and floors shall be in sound condition, and free of major defects and
unconventional repairs.

- Outbuildings: Garages and other outbuildings must meet Housing Code minimum
standards.

- Concrete work: Flatwork such as private sidewalks, driveways, and parking pads,
as well as repair, replacement, or addition of retaining walls. All new or
replacement drives/parking pads must be of permeable material. Gravel drives
and parking pads are not allowed.

- Tree replacement: Removal of shrubs or trees, in part or whole, which pose a
threat to the integrity of the structure or the safety of the residents. Replacement
trees and shrubs placed to moderate the micro-climate around the structure must
be included if trees and/or shrubs are removed.

D. Accessibility Requirements. HOME assisted units must comply with HUD
Regulations.
- All first floor units receiving assistance must incorporate Zero-step and
Visitability modifications to the greatest reasonable extent as determined by the
Rehab Specialist or his/her designee.

E. Non-eligible Items
The Rental Rehabilitation Program is not intended to reimburse the rental property
owner for:

- Change orders/extras not approved by the Rehab Specialist prior to
installation

- Improvements which are in excess of a normal and reasonablstandard

- Used materials, except as necessary to complete a repair to an historic
architectural feature

- Restoration of architectural features which are not essential to decent living
conditions, unl ess requi r edndardsfdrer t he
Historic Buildings

- Recreational equipment or luxury items

- New construction

- Purchase of tools

- Household appliances such as dishwashers, refrigerators, stoves, washers,
dryers, etc

- Maintenance expenses, e.i, extermination of pests, trash removal, utilities, etc.

- Normal business expenses

- Owner labor except in the case that the rental property owner is their the
general contractor for the project

Lighthouse Communities, Inc. -MSHDA/MadisonSquareNPP/December 2008-June2011 11



SECTION IV: Construction Procedures and Contractor Requirements

A. Project Management and Construction File Maintenance

Lighthouse’s

Construction Services

file for each project. The Rehab Specialist will be responsible for maintaining this
file. This file will include all Lighthouse forms and items necessary for efficient
project management. Construction files will also contain copies of all verifications,
inspections, reports, and other forms required by various funding sources, including
but not limited to the City of Grand Rapids, the Michigan State Housing
Development Authority (MSHDA), and the Department of Housing and Urban
Development (HUD). The file will contain all items indicated in the Lighthouse
Communities Rental Rehabilitation Program Checklist, which shall include:

i

ii.
iii.
iv.
V.
Vi.
Vil.
Viii.

Xi.
Xii.
xiii.
Xiv.

XV.
XVI.

Initial Inspection Report

Project specifications

Lead Risk Assessment

Internal Estimate

Submitted bids

Bid/Estimate Comparison Sheet

Bid award letter signed by owner

Evidence of pre-construction meeting with owner, LCI and contractor
Construction Contract signed by owner and contractor

All Change orders, numbered with signatures from contractor, owner and
LCI representative.

All draw requests, numbered with signatures from contractor, owner and
LCI representative.

On sight construction monitoring reports, dated and signed by LCI
representative.

Lead Clearance Test indicating acceptable lead limits.

Completion Punch list with signatures from contractor, owner and LCI
representative.

Final Inspection Report

Project Completion Certificate with signatures from contractor, owner and
LCI representative.

B. Repair Priorities
LCI staff will complete an Initial Inspection using an inspection worksheet (Initial
Inspection report form). Although Lighthouse staff will always consider the property

owner

s pr ef er en calingworklesgmate wilsfaces ontthe o n

items needed to accomplish the following priorities:

¢ Bringing the house into compliance with Federal Housing Quality Standards
Bringing the house into compliance with local building codes

e Upgrading major systems (such as electrical, heat, plumbing, roofing) if they
are at or near the end of generally agreed upon useful longevity

Lighthouse Communities, Inc. -MSHDA/MadisonSquareNPP/December 2008-June2011 12
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e Enhancing the health and safety (particularly with regard to environmental
hazards) of the house
Increasing energy efficiency of the house
Curb Appeal

Note: Sweat Equity by the homeowner is not permitted. All work must be completed by
licensed contractors.

C. Specifications
Lighthouse Rehab Specialist will draft detailed specifications for each rehabilitation
project. The specifications will serve as the basis of the bid document and will be
reviewed with the client, at a post-closing conference generally held within fourteen
(14) days of the loan closing, before being sent out in the bid package.

D. Contractor Selection and Standards
Lighthouse maintains a list of available contractors who meet minimum performance
standards which is available for review upon request as a convenience to Lighthouse
customers. This contractor list also serves as the mailing list for distribution of all bid
packets. Owners will be informed that the contractors on the list are interested in
doing work for Lighthouse customers, and that although all contractors on the list
have been determined by the Lighthouse Construction Services Department to meet
the minimum requirements, they are not employees of Lighthouse Communities,
Inc. and are not recommended by Lighthouse Communities. Owners will be
encouraged to check contractors’ referenc
Lighthouse will keep a file, with documentation, of contractors with whom
Lighthouse will not engage in a business relationship (this shall include any
contractor on the HUD disbarred contractor list).

I n order to conduct business with Lightho
informationand Ref er ence Sheet and provide copies
license, public liability ($300,000 single limit coverage) and workers compensation

insurance, W-9, credit report, and the name of three business references to LCI. Every
contractorwillbegi ven a copy of the “Contractor H:
to do business with LCI.

Contractors must also meet the Minimum Lighthouse Performance Standards,
including:

e Provide an 18 month warranty on all materials and workmanship.

e Comply with all Lighthouse, City, MSHDA, HUD, and other local, state, and
federal requirements concerning contractors and work performed.

¢ Perform high-quality work, as judged by Lighthouse staff and, when applicable
the City of Grand Rapids, MSHDA, and/or HUD.

¢ Exhibit integrity by not being involved in actions such as soliciting work by
promising customers cash, gifts, or additional work free of charge.

e Regularly begin and complete jobs on time.

Lighthouse Communities, Inc. -MSHDA/MadisonSquareNPP/December 2008-June2011 13



e Have good working relationships with homeowners.

e Promptly remedy warranty-related problems and complaints before and after jobs
are completed.

e Promptly pay material suppliers, sub-contractors, and employees.
Fully comply with customer contracts and Lighthouse policies.

e Avoid any practice that discriminates against employees, suppliers, sub-
contractors, and/or customers on the basis of race, color, national origin, religion,
creed, sex, age, or handicap.

All new contractors will be limited to no more than 3 jobs under contract at one time
and 2 jobs waiting to go to contract, unless additional contracts are approved on a
case by case basis by the Rehab Specialist.

. Contractor requirements

Assurance of Fair Selection of Contractors. All qualified contractors have access to
opportunities provided by the program through the following means:

e A reasonable number of qualified contractors will be invited to bid on the
project or appropriate parts of the project.

¢ All qualified contractors will be invited to bid on each unit.
All qualified contractors will be on a master list to be invited to bid a few
at a time on a rotating basis.

e All qualified contractors will be on a master list provided to homeowners.

Minimum Contractor Qualifications. All work paid with NPP funds will be
conducted under the direct supervision of Lighthouse Communities, at a minimum:

1. Contractor must be licensed by the State of Michigan and provide a copy of their
current license to the Rehab Specialist. Contractor cannot be on the HUD
Debarred Contractors’ |ist.

2. Contractor will provide a copy of their current insurance policy covering liability
($1,000, 000 per occurrence minimum) and
the Housing Specialist. A Sole Proprietors Fornmust be signed if they are
excluded from carrying worker’s compens

3. Holds a valid license as required by law for any other skilled trades in which they
are engaged (electrical, plumbing, etc.).

4. Will secure a building permit for all work for which a permit is required.

5. Contractor must complete the W-9 IRS form, provided by Lighthouse
Communities, even if the company is incorporated.

Lighthouse Communities, Inc. -MSHDA/MadisonSquareNPP/December 2008-June2011 14
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6. Contractor must comply with all Federal, State, County and City ordinances, be
an equal opportunity employer, and solicit participation from female and minority
sub-contractors.

7. Contractor must work within the specifications and ensure that work complies
with the Department of Housing and Urban Development (HUD), Housing
Quiality Standards (HQS), MSHDA Moderate Rehabilitations Standards,
Michigan Residential Code and Local Housing Ordinance.

8. Contractormustc ompl y with Lighthouse Communit.i e
Handbook.

9. Contractor must sign all documents that MSHDA and Lighthouse Communities
require for program participation.

10.Contractor must be included on Lighthou
contractors.

11. Contractor will be required to begin work expeditiously from the date the
“Proceed to Work Order” is issued by th
cause for not beginning work.

12. Contractor will be required, upon request, to provide copies of all invoices and
bills showing the price, quantity, and quality of materials used on all projects.

13. Contractor will be required to provide a list of all subcontractors along with a
sworn statement for work completed.

14. If Lead Paint is present, the selected contractor must produce current certification
of State of Michigan Abatement Contractor, HUD Remodeler & Renovator and/or
HUD Work Wet, Work Clean, Work Smart.

1I5.Ref er to the Gener al Contractor’s Handb
cont r act ponsibilgies andokher pagersvork requirements.

The BID Process

Bid packets

Bid packages will be sent by Lighthouse Construction Services staff to all contractors

on the Lighthouse’s Contractor List and a
owner °' s choosing. Lighthouse reserves the
property owner based on contractor’s inab

previously.

Bids must be submitted based on specifications prepared by Lighthouse Construction
Services staff and approved by the property owner. Unless otherwise specified, bids

Lighthouse Communities, Inc. -MSHDA/MadisonSquareNPP/December 2008-June2011 15



must include all line items in the bid packet. Bids are generally due within 14 days of

the on-site Pre-Bid Conference, which will be hosted by the property owner, with
Lighthouse’ assistance. Contractors wil/
specification worksheets in sealed envel o
before the time specified on the bid invitation.

All contracts for work exceeding $8,000 or involving more than three trades will be
bid to general contractors only. Projects less than $8,000 and involving no more than
three trades may be bid out to subcontractors. Exceptions will be made by the
Construction Services Department if necessary to obtain a minimum of 3 bids to
ensure timely project completion.

Bid Tabulation

The bids are tabulated and entered into a bid tabulation worksheet. All acceptable

bids must be within 10%, +/-, of t he Li ghthouse’s work es
acceptable bids must be obtained for all projects, unless the Lighthouse Rehab

Specialist makes an exception due to extenuating circumstances. Rational for

exceptions will be documented in every applicable file. If necessary, the job will be

re-bid, based on the discretion of the Lighthouse Rehab Specialist and in compliance

with funding source restrictions.

Awarding the Bid

The property owner will choose which bidder will be awarded the contract.

Exceptions will be made due to the Lighthouse limits for the number of outstanding

projects and contract amounts for contractors as outlined in the Contractor Selection

and Standar ds s e c CanstustioroPblicytManeal. Li ght house’ s

. Contract Execution

Lighthouse will assist property owners to develop a written contract between the
property owner and contractor that will include/specify, but not be limited to, the
following essential items: the scope of the work, a fixed price for completion, and no
change orders unless approved in writing by Lighthouse and the landlord. As a
convenience to rental property owners and contractors, Lighthouse provides a
contract form that meets these guidelines; however, any form of contract that meets
the above minimum requirements can be used.

Change Orders

Change orders are not encouraged. Any alterations or deviations from the
specifications shall be executed only upon written change order, signed by the rental
property owner and contractor and approved by the Lighthouse Rehab Specialist.
Lighthouse Construction Services Department staff are strongly encouraged to
discuss any and all change orders with the HomeOwnership Center staff.

Note: Contracts are executed and binding between the rental property owners and
contractors only. Lighthouse provides only technical assistance.
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Project Timeframes
Lighthouse seeks to close out all construction projects within 190 days of the contract

signing date. Extensions must be approved in writing by the homeowner and LCI
Construction Manager.
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SECTION V: Grievance/Appeals Procedures

A. Conflict Resolution

All Lighthouse Construction Services staff will work with property owners and
contractors to attempt to settle any disputes that arise during construction; however, the parties
involved will retain all responsibility for resolving the conflict. All parties will first be
encouraged to talk directly with each other. If problems persist, Lighthouse Construction
Services staff will inform parties of other avenues for resolving disputes, such as the Community
Dispute Resolution Center, court proceedings, and contacting the City Buildings and/or the State
Contractor Licensing Departments.

If property owners and/or contractors have a complaint or concern about the Lighthouse
Construction Services Department, they will be encouraged to talk directly with the staff person
most closely involved. If the problem persists, or if contact with that staff person is not feasible,
the complainant should address the concern in writing, to the Lighthouse Construction Manager.
The Construction Manager will attempt to contact the complainant within no more than 5
business days of receiving the complaint. If the Construction Manager is unable to resolve the
problem, or is involved in the problem, the complainant will be asked to write directly to the
Executive Director, who will attempt to meet with the complainant to resolve the matter within 5
days of receiving the complaint. The LCI Executive Director shall have final authority and
responsibility for resolving complaints relating to LCI Construction Services.

B. Complaint Referral System
Lighthouse Communities will maintain a complaint referral system for complaints other
than Fair Housing, as indicated below. The complaint procedure will:

- Be provided in writing to all participating households and contractors

- Ensure that a program administrator or staff responds to the initial complaint
within 15 working days

- Require that the President or Executive Director be informed of any complaint
that the program administrator fails to resolve

- Provide for the establishment of a review committee of at least three persons,
including a community representative and a person with building/construction
experience

- Assure that the claimant may appear before the review committee either in person
or in writing

- Ensure that the review committee responds with a decision within 15 working
days of the hearing

- Where a complaint is still unresolved, the applicant will seek the services of the
closest Dispute Resolution/Mediation program (see OCD Policy Bulletin #3 for
list)

C. Grievance/Appeal Procedure

All persons who are program applicants or participants of Lighthouse Communities, all
subcontractors and grantees, andsub-r e ci pi ents thereof of Lighthou
persons shall be afforded the opportunity to resolve by means of administrative process any
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conflict, grievance and/or complaint alleging a violation of regulations or agreements. That
person(s) shall have the right to follow a set of procedures which will enable him/her to have his/her
grievance or conflict reviewed and responded to.

Policy:

Lighthouse Communities has adopted policies and procedures regarding grievances and
complaints for al/l participants of Lightho
to secure, at the earliest level possible, equitable resolutions of complaints or grievances.

No complaint except those alleging fraud, abuse, or other criminal activity will be

considered if more than one (1) year has elapsed since the occurrence causing the

complain

t.

The grievance and appeals procedures part of this policy provides the grantee an
opportunity to appeal any of the following:

A. An application for a low-income service if there has been a partial or complete
denial of assistance and if all of the following provisions have been satisfied:

B. A

1.

agblrwn

1

2.

3.

The services denied are specific, tangible benefits for which the Lighthouse
Communities provides funding.

Funds are currently available.

Lighthouse Communities has the authority to provide or disburse funds.
The applicant has completed a formal, written application for such services.
The applicant falls within the program guidelines or believes that they can
prove they fall within the program guidelines and has acted in compliance
with program guidelines.

service provi der nde, teeminated, oraotrenewada s b e e n
. A contractor’s or potential contracto
services was denied.

A contractor’s or potenti al contracto

services was denied.
An administrative action that limits or imposes requirements on the
contractor or service provided.

Light house’ s Rocadureyirclnde tiee folloywimy etepst

Step 1.

Step 2.

Attempting first to resolve, whether by means of verbal or written
communication, the conflict or grievance with the person perceived as

responsible for the problem and/or discussing the issue with the corresponding
Lighthouse Communities staff.

In case that Step 1 did not resolve the issue satisfactorily, the person(s) should
identify the perceived grievance/conflict, in writing, by using the Lighthouse

Communities Problem Resolution Form developed for this purpose. (Lighthouse
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Communities Problem Resolution Foisiavailable upon request at Lighthouse
Communities). Please submit this form and any other information to:

Venessa Remo
Director of Housing Services
Lighthouse Communities, Inc.
1422 Madison Avenue SE
Grand Rapids, M1 49507

After the written form is received, it will be referred to the Lighthouse Communities Appeals
Committeeconsisting of the Director of Housing Services, the Executive Director and the
President. Lighthouse Communities Appeals Committee meets quarterly to consider appeal
matters; however, a meeting may be called at an earlier date to address any appeal matters

that shall need immediate resolution. A written record of the complaint or concern will be

kept on file, as well as all responses to the complaint(s) being addressed. This record will be
shared with the person(s) involved in the case. In some occasions, the Director of

Operations may assign a Committee member or Lighthouse staff to follow up with the

person(s) to determine if the issue can be resolved without the Appeals Committee review.

Step 3.  Shall the person(s) be dissatisfied with the response of the Appeals Committee to
the complaint or concern, the person(s) may request to have their complaint or
concern reviewed by Lighthouse Communit
scheduled meeting to determine if further action is needed. Any determination
made in regards to this complaint by ¢t
Directors shall serve as a final decision in regards to the matter.
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Section VI: Miscellaneous

Equal Employment Opportunity Statement
All applicants and participantsof Li ght house’ s programs wi || b e
opportunity to participate in and benefit from all programs, activities, and services
without regard to race, color, religion, national origin, age, sex, handicap, or political
affiliation or belief.

Complaint/Appeals Procedure

A procedure has been established to review and resolve complaints or program
participants, subcontractors, employees of
and other interested persons. Aid is available to all interested parties who request

explanation of the complaint procedure to seek help in filing a complaint. A complaint

shall be a written complaint involving the application or interpretation of a specific
provision in Lighthouse’ s pro$ectienhV gui del i n
above.

Complaint Alleging Discrimination

If a complaint alleges discrimination on the basis of race, color, sex, age, religion,
political affiliation or belief, national origin or citizenship, Lighthouse complaint
procedure may be used or the complaint may be filed immediately with:

Fair Housing Center of West Michigan
1514 Wealthy Street SE, Suite 226
Grand Rapids, M1 49506

The person(s) may also contact:

Civil Rights Center (CRC)
U.S. Department of Labor

200 Constitution Avenue NW, Room N-4123
Washington, D.C. 20210

Complaints must be filed with Civil Rights Center within 180 days of the alleged discrimination.
If the complaint alleges discrimination on the basis of handicap, local and state remedies must be
exhausted before filing with CRC.

Fraud, Abuse, or Other Criminal Activity
Known or suspected fraud, abuse, or criminal conduct under Lighthouse shall be reported to the
Kent County Prosecuting Attorney’s Office.

Complaints Alleging Unfair Practice

Complaints alleging unfair practice by staff directly responsible to Lighthouse Communities

Executive Director or activities directly under the control of the Lighthouse Communities
Executive Director wild/l b e saespetifieduoderBehtien Li ght h
V1 above.
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GLOSSARY OF TERMS AND DEFINITIONS

AMI - Area Medium Income, as established by HUD each year
CHDO - Community housing development organization

CDC - Community development corporation

CDBG — Community Development Block Grants

DPA - Down payment assistance

FHA - Federal Housing Authority

Gross Income — The total pre-tax monthly income of household
HUD - U.S. Housing and Urban Development Department
HOR - Homeowner Rehabilitation

HPR - Home Purchase and Rehabilitation Program

HOME - HOME Investment Partnerships

Homebuyer Subsidy - the amount of public funds that cover the difference between the market value of the

property and the homebuyer’'s investment (value over in
Household - All individuals living in one single dwelling
Housing ratio-A homeowner’'s tot al mont hly housing payment (PIT

HQS - Housing Quality Standards (HUD)

LCI - Lighthouse Communities, Inc.

MSHDA - Michigan State Housing Development Authority

NPP - Neighborhood Preservation Program

RR / RRP - Rental Rehabilitation / Rental Rehabilitation Program
SHPO - Michigan State Historical Preservation Office

SSI - Supplemental Security Income

TDC - Total Development Costs estimated to complete project
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