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GUIDELINES FOR CONTRACTORS 

The following guidelines are required to be adhered to by all contracting firm’s general contractors and sub-contractors participating in all repair programs managed by the Office of Housing & Community Development. Again, these guidelines are to be followed to the letter. Any complaints received by the Rehab Division from clients assisted by our repair programs that are determined to be a violation of these guidelines by the contractor or sub-contractor, the contractor or contracting firm will be excluded from the list of approved contractors.  


PROCEDURES & CONDUCT

1. After a contract is signed between the contracting firm’s general contractor and the client, no additional negotiations for additional work on the premises is allowed at any time. All change of Work Orders must be discussed with the Rehab Specialist. If approved, the Change Order form is signed by the homeowner, general contractor, Rehab Specialist and the Housing Rehab Supervisor.

1. All draws for payment during the course of the repair work are discussed with the Rehab Specialist overseeing the job. Ten percent (10%) will be retained from the interim amount completed until the work is completed. The retained amount will be included in the final payment.

1. If any misunderstanding occurs between the contractor, the homeowner, family member(s), or friends of the homeowner, the Rehab Specialist must be notified immediately. If the contractor feels threatened or is witness to any illegal, inappropriate or compromising activity, the general contractor, his crew and/or sub-contractor and his crew must leave the premises immediately and notify the Rehab Specialist or Housing Rehab Supervisor. 

1. Always notify the homeowner of the work schedule planned for specific work and be flexible with the homeowner’s schedule. Always be on time according to the schedule worked out and always call the homeowner for any late arrivals, delays or cancellation of work previously planned. A cordial attitude must be maintained when communicating with the homeowner and react in a proper, professional manner when addressing questions by the homeowner. If any issue(s) occur at the work site where the general contractor, his crew members, or his sub-contractor and crew members cannot maintain a polite and professional manner, please leave the work site immediately and notify the rehab specialist. 

1. The general contractor, his crew members and sub-contractor and crew members must restrict themselves to the main work area only. At no time is any contractor or crew member allowed to roam or wander in areas of the home not related to the contracted repair work. If another area of the home must be accessed to continue the contracted work, the homeowner’s permission must obtained before accessing that specific area.

1. The general contractor must accept monetary responsibility for any damages to the homeowner’s property by the general contractor or crew member’s actions in addition to actions by any sub-contractors or their crew members hired by the general contractor. The Rehab Specialist must be advised of any damages that occur as well as the homeowner.

7.	If the homeowner has many collectibles or items in the areas where the repair work will occur, please ask the homeowner to remove them for their protection. Make sure none of the homeowner’s belongings are touched or handled by the general contractor, sub-contractor or any crew members. The homeowner’s home must be respected (no matter the condition) while in the home completing the contracted repairs.

8.	The work site must be cleaned up and all materials removed not related to the job, including trash and any debris from materials used on the job. Additionally, the general contractor and crew members or sub-contractors and their crew members must notify the homeowner when leaving the work site for the day. Again, when you leave the work site, always notify the homeowner. 

9.	At the completion of the job, the Rehab Specialist and homeowner must be notified. The Rehab Specialist will inspect the work and take swipe samples for lead analysis if the lead report, taken prior to the repair work, indicated the presence of lead dust. The Rehab Specialist obtains all signatures on the final documents to submit for payment. 














CAUSES FOR DISCIPLINARY ACTION OR TERMINATION

1.	Theft by the general contractor, sub-contractor or crew members
2.	Falsely charging for materials not used or for labor not actively performed on the job
3.	Inflating the actual cost for services rendered
4.	Unauthorized removal of any of the homeowner’s personal property from the premises
5.	Charging the homeowner for services not performed or unrelated to the contracted work
6.	Any misleading statements regarding the contracted work to the homeowner or the Rehab Division’s staff
7.	Use of inferior or unauthorized materials
8.	Falsifying information or documents
9.	Failure to respond to a client’s complaint within 48 hours after the Rehab Specialist advised the general contractor to do so
10.	Performing at unacceptable production levels or producing poor or unacceptable quality of work after advisement
11.	Failure to perform the work according to the contract and specification standards set by the Rehab Division
12.	Failure to follow safety procedures and to use lead safe work practices  
13. Evidence of working under the influence of drugs and/or alcohol
14.	Failure to honor required warranties
15.	Failure to maintain required licensing, insurance, certification or required permits

CONTRACTOR EVALUATIONS

All contracting firms and their general contractors will be evaluated on an ongoing basis by the 
Rehab Specialist to assure that quality workmanship and general specification standards are used on all jobs awarded to the contracting firm. Site visits and inspections will be performed on a regular basis on all jobs from start to finish. If any violations or infractions occur during a job as described above, a STOP WORK order will be issued immediately and an investigation will proceed by the Division.

ACCEPTANCE OF CONTRACTOR GUIDELINES

[bookmark: _GoBack]All contracting firms and general contractors submitting an application to be accepted and placed on Develop Louisville’s Office of Housing & Community Development Rehab Division’s list of approved contractors must agree to accept and to sign an affidavit of proof the contractor guidelines have been read and fully understood by the contracting firm’s owners, partners and all general and sub-contractors employed by the firm. This affidavit must be signed before a Notary Public by all parties mentioned and submitted with the completed application and documentations.  
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