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Overview

The purpose of this maintenance policy manual (Manual) is to inform providers of DHS’
expectations for the proper facility maintenance of DHS-funded facilities. The Manual outlines
the roles and responsibilities of the provider and DHS as they relate to maintenance, repair and
construction. Focusing on the safety of the clients and staff, daily maintenance and repair will be
necessary and is the primary responsibility of the provider. For larger repairs and construction
related items, DHS will work with the provider on the most effective method to complete the
repair. Our goal is to work collaboratively to ensure that each facility is in the best condition to
provide a safe and healthy environment.
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SECTION I: Operation and Maintenance

1. OPERATION AND MAINTENANCE:

The provider must adhere to the following maintenance provisions for all housing contracts
with the Department of Homeless Services (DHS).

The provider must ensure that each location containing designated shelter units, which may
be in one entire building, in multiple buildings, or in a portion of a facility, is in compliance
with all applicable laws, codes and regulations governing environmental standards at
locations used as shelter, including but not limited to, DHS policies and procedures and the
New York State Office of Temporary and Disability Assistance’s (OTDA) regulations,
including, but not limited to, Part 491 and Part 900 of Title 18 of the New York Codes, Rules
and Regulations.!

e An appropriate unit must be provided to each client household referred to each
facility. The provider must supply minimum furnishings for each Unit in accordance
with § 900.12 of the Part 900 Regulations for families and §491.10 of the Part 491
Regulations for singles. Minimum furnishings include one (1) bed per person, cribs
(as necessary), lamps, bureau, locker or similar secured container, table and chairs.

e Staff must conduct health and safety inspections of all family units on a bi-weekly
basis. Staff shall conduct weekly inspections of the units of families with newborns
and/ or open Administration for Children’s Services (ACS) cases. Staff must maintain
documentation indicating their compliance with this requirement, including findings
and corrective action taken, subject to inspection by DHS.

2. STAFFING:
The provider must operate and maintain each facility in accordance with all applicable
provisions set forth here, DHS policies, Part 491 and Part 900 of Title 18 of the New York

Codes, Rules and Regulations, and all other applicable Laws.

Hiring of Superintendent/Maintenance Staff:

The provider must hire a qualified superintendent and maintenance staff for each facility
who have a satisfactory knowledge of building maintenance and meet DHS’s experience
requirements.

Superintendent:

e The superintendent hired by the provider must have five (5) years of experience
working at buildings of similar size to the facilities. In certain circumstances, a
superintendent may oversee more than one (1) building, subject to DHS approval.

e Applicants’ and/or subcontractor credentials shall be presented to the DHS for

1 https://otda.ny.gov/programs/shelter/documents/PART-900.pdf
http://otda.ny.gov/programs/shelter/documents/NYCRR-491.pdf
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review. This includes, but is not limited to, boilers, electrical, plumbing, and fire
suppression systems.

e DHS will notify the provider if the proposed candidates for superintendent are
acceptable within two (2) weeks of the submission. In the event DHS does not notify
the provider within this two (2) week period that the proposed employee is not
acceptable, the employee is considered approved by DHS.

General Maintenance Staff:

e Each individual hired by the provider as part of its maintenance staff must possess a
general knowledge of building repair and maintenance, including, but not limited to,
maintenance and repair of building systems (e.g. plumbing, electric, HVAC, and fire
safety) and the maintenance and repair of interior building components (e.g. carpentry,
masonry, and tile repair). DHS reserves the right to approve the Providers employees
that are engaged in the maintenance of the Facility.

e The provider must ensure that all building maintenance staff (including the
superintendent), maintain all applicable licenses and certificates.2 The provider must
retain copies of all licenses and certificates for superintendent and maintenance staff and
make these records available for DHS to review.

3. PROPERTY MANAGEMENT PLAN:

The provider must submit a draft property management plan to DHS within 30 days after
registration of its contract with DHS. The plan must outline the provider’s strategy for
handling routine maintenance and emergency repairs, set forth a schedule for inspections
and preventive maintenance, and describe how the provider will meet its responsibilities and
obligations described in this section.

The plan must describe:

e Procedures for inspection and maintenance of all areas of each Facility on a regular
basis.

o How the provider will comply with the applicable legal standards for inspections and
maintenance of the various building systems, along with any additional standards as may
be issued by DHS.

How the provider will handle client complaints made directly to facility staff.

o How the provider will handle client complaints made to the City’s shelter resident
complaint hotline.

e If any facility is in a leased building, the provider shall describe how it will coordinate
maintenance and repair obligations with the landlord.

e The provider, no later than thirty (30) days from the execution of its contract with DHS,
must develop and submit to DHS a tracking mechanism, such as records, forms, etc. for
recording and tracking all maintenance and repair functions that will be subject to DHS
audits.

2 http://www1.nyc.gov/site/buildings/industry/licensing.page
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Upon receiving the property management plan, DHS will identify a time to meet with the
provider to review the plan and address any necessary revisions. Upon approval from DHS,
but not later than sixty (60) days from the execution of the provider's DHS contract, DHS will
deem the plan to be in full force and effect. DHS reserves the right to require the provider to
revise the plan at any time during the contract term.

The Provider must submit on an annual basis to DHS either: 1) an updated version of the
plan; or 2) a letter stating that no changes have been made to the plan.

The plan will serve as the binding procedure for the provider's maintenance of each facility.
The provider’s compliance with the plan will be a factor in evaluating the provider’s
performance under its contract with DHS. Any changes to the plan must conform to all
requirements as set forth in this section, including resubmission and approval of the plan by
the DHS. Invoices related to the maintenance and repair of the facility will not be processed
without an approved plan. The provider’s failure to submit or adhere to an approved property
management plan within the prescribed deadline constitutes a Category 2 Deficiency
(defined below) for which the provider may be subject to enforcement pursuant to the DHS’
Shelter Inspection Procedure® and Shelter Compliance Procedure (Appendix G), and all
remedies enumerated in the provider’s contract with DHS and permitted under the governing
law.

4. MAINTENANCE AND REPAIR OBLIGATIONS:

The provisions of this subsection apply to all units under the provider's DHS contract,
whether or not they have been converted to Tier Il Shelters.

The provider shall be responsible for the preventative, daily, corrective, and emergency
maintenance of the Facility. The provider’s obligations hereunder include, but are not limited
to: the maintenance of the interior and exterior building components, (including boiler and
elevator inspections, general plumbing, carpentry, electric, window screens, window glass,
non-capital masonry, tile repair, door alarms, locks, grounds, equipment, and furnishings.
The provider is responsible for all repairs, major or minor, that is the result of the provider’s
negligence or is the result of vandalism by the provider’s staff or clients. The provider shall
only be responsible for repairs necessitated by client vandalism to the extent funds are
available in its budget for this purpose and the vandalism was not the result of the provider's
negligence to supervise the clients. The provider shall consult with, and receive written
approval from the DHS before initiating any structural changes, including renovations and
room reconfigurations, divisions or change in use.

Leasing Facility Space:

¢ In the event the provider leases any facility space, the provider shall be responsible for all
of the above maintenance and repair obligations to the extent responsibility is so
allocated under its lease. The provider must exercise all remedies available under the

3 https://intranet.dhs.nycnet/Divisions/Policy/Shared%20Documents/FY15/15-210.PDF
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lease for each facility to ensure its landlord complies with all landlord repair and
maintenance obligations.

In the event the provider leases any facility space, the provider must comply with and
correct any deficiency, as defined in the DHS’s Shelter Inspection Procedure within the
specified deadlines.

SECTION lI: Inspections and Violations

1.

VIOLATIONS:

The provider is responsible to engage with the landlord to cure all pre-existing violations
at the building prior to the commencement of the contract. The facility must comply with
all applicable federal, state, and local laws governing the operation of the building.

The provider is responsible for curing all violations and deficiencies issued against the
property after the commencement of its contract with DHS. The provider must
immediately notify DHS if any violations are issued against the Facility. The provider is
responsible for all costs incurred to cure any code violation issued subsequent to the
commencement of the provider's DHS contract.

The provider shall prepare and submit a corrective action plan (CAP) for curing capital
and non-capital violations, including time frames for curing violations, and written notice
once these violations have been cured, in accordance with all applicable laws and
Shelter Inspection Procedure. The CAP must be submitted to DHS in a time and manner
to be determined by DHS. The provider must comply with DHS’ violation protocol, a copy
of which is given to the provider prior to the commencement of its contract with DHS.
The provider must consult with, and receive written approval from DHS before initiating
any structural changes, including renovations and room reconfigurations, divisions or
change in use.

Violations are considered severe deficiencies for purposes of enforcement in accordance
with the Shelter Inspection Procedure and Shelter Compliance Procedure.

Department of Homeless Services Responsibilities for City-Owned Buildings:

e DHS is only responsible for major structural repairs to the facility, and capital
improvements to the major building systems, including HVAC, boilers, plumbing
systems, electrical systems, elevators, roofing and exterior portions of the facility.

o DHS is not responsible for said repairs if they are the result of the provider’s or its
agents’ negligence or willful acts or are the provider's responsibility pursuant to
paragraph two under Maintenance/Repair Obligations above.

¢ DHS will coordinate with the provider before undertaking any structural repairs or
capital improvements.

o DHS will also ensure that at the commencement of its contract with the provider, the
facility complies with all applicable federal, state and local laws governing the
operation of the facility.

¢ DHS will correct any code violations issued prior to the commencement of its contract
with the provider or that are the DHS’ responsibility pursuant to the first and second
bullets in this sub-section, unless such violations are the result of the provider's or its
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agents' acts of omission or commission.

e The City must indemnify, defend and hold harmless the providers and its officers,
directors, employees and agents from and against any and all losses, costs,
liabilities, expenses (but not including legal fees), claims, fines, penalties and
damages incurred by any indemnified party that result from DHS' failure to perform or
comply with any of the terms or conditions contained in this section.

e Inthe event a replacement reserve account is created, the provider shall use the
replacement reserve account to fund capital items. DHS’ written approval will be
required prior to the use of replacement account reserve funds.

e DHS reserves the right to undertake the curing of any code violation that is either the
provider’s responsibility pursuant to paragraph two under the Maintenance/Repair
Obligations above or the result of the provider’s or its agents’ acts of omission or
commission AND where the provider fails to cure the code violation. DHS will
chargeback and/or withhold all expenses incurred by the Department in correcting such
violations(s) (including, but not limited to, labor and materials) from funds due or
scheduled to become due to the provider under its contract with DHS or other DHS-
funding arrangement. Any such chargeback and/or withholding will be in accordance
with Subsection Seven of Section Two of this Manual and DHS’ Shelter Inspection
Procedure. This remedy is in addition to, and not in lieu of, any other remedies the
Department may have under its contract with the Provider or law.

2. INSPECTIONS:

Callahan

As part of a settlement reached between the City of New York v. Callahan, it is required
that the adult shelter system be inspected by the Coalition for the Homeless twice per
year. These inspections are in addition to the DHS RSRI Inspections. In general, these
inspections take place starting in January and June of each calendar year. The majority
of this inspection focuses on facility conditions ranging from general cleanliness to
ensuring that the facility is in good operating condition.

Routine Site Review Inspections (RSRI) and Shelter Repair Squad (SRS)

With its providers, DHS provides Temporary Housing Assistance (THA) to homeless
individuals and families, when needed. The applicable law requires DHS to provide THA
in a setting that is safe, habitable and in compliance with all governing laws, codes,
regulations and rules. The City’s Shelter Repair Squad (SRS) oversees the inspection
process of buildings that DHS and its providers use to provide THA to homeless
individuals and families. The SRS is a multi-Agency initiative consisting of
representatives from the Mayor’s Office of Operation, the Department of Homeless
Services, Department of Buildings, Fire Department, Housing Preservation and
Development and the Department of Health and Mental Hygiene. At least 2 times per
year, each Agency will inspect the facility for deficiencies and inform each provider of the
results. Specifically, the RSRI (Appendix A) is DHS' primary tool to determine whether a
shelter's physical environment is in compliance with the laws, codes, regulations and
rules governing THA. Additionally, the RSRI helps DHS evaluate the appropriateness
and efficiency of the provider's use of City funds budgeted for the maintenance of a
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shelter. Moreover, the RSRI assists DHS and the providers with identifying problematic
building conditions (i.e. roofs, plumbing, HVAC) to prevent their premature failure. Finally,
the RSRI maximizes the utility of preventative maintenance to minimize the number of
units being placed off-line. The RSRI Inspection Process is outlined in DHS’ Shelter
Inspection Procedure.

3. LEAD PAINT REMEDIATION:

The City's Childhood Lead Poisoning Prevention Act (Local Law 1 of 2004, see Appendix C)
requires landlords to identify and remediate lead-based paint hazards in buildings likely to have
lead paint and in apartments of young children, using trained workers and safe work practices

Providers must follow the below procedures regarding lead paint remediation.

Lead-based paint hazards must be tested for and remediated if:

» The building was built before 1960
= Or 1978 if the owner knows that there is lead-based paint) and a child under the age of
six (6) lives in the apartment (or has access to the common areas).

Upon natification of potential lead based paint hazards (LBP), the provider is considered to be
put on notice to test for and remediate those hazards in conformance with local law.

e Contract with U.S. Environmental Protection Agency (EPA)-certified trained workers in
lead remediation;

e Providers must maintain accurate records of any work performed related to the
remediation; and

e Providers must submit proper documentation that condition has been abated; this
includes but not limited to invoices, work orders, other records, etc.

Please refer to the following source for latest update:
http://mww1.nyc.gov/site/hpd/owners/Lead-Based-Paint.page

4. NEW NEED REQUEST:

A Provider New Need Request is a request for additional funding to enhance the current
program or to add a new program component. The New Need Request can be for a one-time
need or a recurring need (baseline). New Need Requests can be submitted to DHS at any
time using the DHS Contracted Facilities and/or Programs Serving Homeless Families or
Individuals New Need Request Form (Fiscal Manual Appendix B). The request should be
submitted to the Budget Office and should clearly define the reason for the request and how
the amount of funding being requested was calculated. Please note that all submissions
must be accompanied by a written justification, scope of work and three (3) bids when
appropriate. New needs will be reviewed on a first-come basis and prioritized based on
criticality and availability of funds. Highest priority will be given to emergency needs, such as
health and safety and/or regulatory compliance issues.
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DHS has revised the process for submitting New Need Requests to ensure proper tracking
of the providers’ requests. The New Need form will no longer be submitted to the Program
Analyst; providers will now submit the form to the Budget Office as outlined in the Fiscal
Manual

5. CONSTRUCTION REQUESTS

If the intended use of the shelter needs to be altered, the proposed changes need to be
analyzed for both Life Safety and code requirements. These types of changes may include
adding or removing walls, changing the use of a room, replacing or upgrading facility
systems such as bathrooms, roofs, electrical and plumbing services and other long-term
solutions.

6. SUB-CONTRACTS:

e For guidelines regarding budget approval for subcontract work, please refer to the DHS
Fiscal Manual

e Prior to the execution of any sub-contract(s), the provider must submit to DHS the
following information for each proposed subcontract: a scope of work; the name of the
contractor; a copy of the contract; and the provider's written request for approval that
clearly identifies the source of budget funds for the contract(s).

e The provider is responsible for ensuring that all sub-contractors are licensed and have
the appropriate certification(s) to perform the scope of work and file all appropriate
permits and applications with the required NYC Departments (i.e, Department of
Buildings, FDNY, etc.)

o All scopes of work must be performed in a competent fashion.

o DHS will notify the provider if the proposed sub-contract is acceptable within two (2)
weeks of the submission of the sub-contract and such other information, as reasonably
required by DHS. In the event that DHS does not notify the provider within such two (2)
week period that the sub-contract is or is not acceptable, the sub-contract should be
considered approved by DHS.

e Such sub-contractors are required to (a) insure DHS and the City of New York in the
same manner and to the same extent as the provider is required given their contract with
the DHS, and (b) post performance and payment bonds in the form to be prescribed by
DHS.
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7. WITHHOLDING AND CHARGEBACK :

DHS reserves the right to chargeback and/or withhold all expenses incurred by the
Department in correcting a Deficiency (including, but not limited to, labor and materials) from
funds due or scheduled to become due to the Provider under its contract with DHS or other
DHS-funding arrangement.

In the event DHS chargebacks and/or withholds funds, such chargeback and/or withholding
will come from funds allocated in the Budget for Administrative Overhead where the
deficiency is the Provider’s responsibility either under its lease for the facility or due to the
Provider’s ownership of the facility. Where the deficiency is the responsibility of the landlord
under the lease, the chargeback and/or withholding shall come from funds allocated in the
budget for Rent.

The Provider is prohibited from using funds in the budget designated for a purpose other
than administrative overhead or rent to pay for or offset any chargeback and/or withholding
by DHS.

Withholding of Funds

For deficiencies requiring long-term remediation, DHS expects the Provider to adhere to
the timeframes described in the scope of work or CAP. Where DHS determines that the
Provider’s progress towards completing the remediation of a deficiency is not adhering to
the agreed upon timeframes, DHS may withhold any funding in the Provider's budget
designated for such work.

Withholding of funds may be surrendered at DHS’s discretions or as follows:

1. 50% of the withheld amount to be released once the Providers submits a plan that
shows they have engaged with its consultants, subcontractors, etc. to resolve the
deficiencies (show proof of documents, i.e. contracts, letters of intent, etc.)

2. The remaining 50% (total 100%) to be released once the deficiency has been
properly addressed.

The provider is able to request the release of the above funds in cases of extenuating
circumstances or proof of hardship.

Chargeback to Contract

The Department reserves its right to correct any deficiency through the use of its contractors,
subcontractors, other entities or staff to resolve any outstanding deficiency. This remedyisin
addition to, and not in lieu of, any other remedies the Department may have under its contract
with the Provider or law.

Where the Provider fails to correct any deficiency within the designated timeframe(s), as
described in the RSRI Report, and the Department determines to use its resources to
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correct the deficiency, the Facilities and Logistics Division will issue a Notice to the Provider
no less than 24 hours of the expected date of the Department’'s work to correct the
deficiency. The Notice will inform the Provider of the deficiency to be corrected, the expected
scope of work to be undertaken by the Department or its agents and the expected date and
time of the work. The Notice will also serve as the Department’s official notice to the Provider
of its intent to chargeback all expenses incurred by DHS in correcting the deficiency, in
accordance with the Procedure and the Department’s contract with the Provider, where
applicable.

¢ The amount of the chargeback will be based on the prevailing wage(s)/labor costs and costs
of material(s) that the Department used to correct the deficiency(ies), as determined by the
Facilities and Logistics Division. Where DHS has corrected any deficiency through the use
of its staff, contractors, subcontractors, other entities or staff, the Facilities and Logistics
Division will calculate the amount of the chargeback and submit a detailed written
determination to the Department’s Office of Legal Affairs (“OLA”) and Finance Division
(“Finance”) for review and approval.

o Upon approval of the Facilities and Logistics Division’s determination of the amount of
the chargeback from funds due or scheduled to become due to the Provider, OLA and
Finance will issue a written notification to the Provider describing the bases for such
action(s) to be taken.

8. CERTIFICATE OF OCCUPANCY:

Except for buildings that have a close down plan, DHS will not make any payments for units
that do not possess a valid certificate of occupancy, letter of no objection, or equivalent. In
the event changes are made to the facility that would require an amended Certificate of
Occupancy to conform to the new use, payments may be suspended until such time that
proper documentation is presented to DHS.

9. LIQUIDATED DAMAGES

The Department may assess liquidated damages where the Provider fails to properly
address a deficiency(ies) within the prescribed timeframe(s) described in the RSRI Report
AND the Department finds the Provider to be in noncompliance, in accordance with the
Shelter Compliance Procedure (Appendix G). The amount of the assessed liquated
damages will be as follows:

i. For each day that the Provider fails to address a Category 1 Deficiency within the
prescribed 24-hour deadline, DHS may assess liquidated damages in the amount
of one hundred twenty-five dollars ($125.00) per day until the deficiency is properly
addressed or corrected.

i. For each day after the 30-day deadline that the Provider fails to address a
Category 2 Deficiency, DHS may assess liquidated damages in the amount of fifty
dollars ($50.00) per day until the deficiency is properly addressed or corrected.

iii. For each day after the 60-day deadline that the Provider fails to address a
Category 3 Deficiency, DHS may assess liquidated damages in the amount of
twenty-five dollars ($25.00) per day until the deficiency is properly addressed or
corrected.
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SECTION IlI: Budget

1. BUDGET REALLOCATION MAINTENANCE OR CAPITAL REPAIRS:

The re-allocation of funds designated for maintenance and/or capital repairs is prohibited
without the explicit written authorization of the Deputy Commissioners for Fiscal and
Administration and the General Counsel.

2. HUMAN SERVICES PROVIDERS FISCAL MANUAL:

For other budget related questions, please refer to the DHS Fiscal manual (appendix B).
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Appendix A: DHS Inspection Policy 15-210
Shelter Inspection Procedures

To be added after the Policy is finalized
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Appendix B: MRCC RSRI Inspection Flow Chart
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7/27/2017

MRCC - Routine Site Review Inspection (R5R1) Flowchart
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7/27/2017

MRCC - Routine Site Review Inspection (RSRI) Flowchart
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lres pection, Inspsctor
‘conducts an exdt mesting
with the Prowider.

| status the status of ne-
Inspection

‘Wene defidenches
comected?

Administratie staff sends
Non-Complanoe Aeferal
o ORCA to Indtlate an
Enfarcemant Conferenoe.
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Appendix C: Human Resources Fiscal Manual
Subsection: New Needs
https://wwwl.nyc.gov/assets/dhs/downloads/pdf/dss-fiscal-manual.pdf
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3. New Needs

Mewr MNeed requests are submitted and processed ontside of the HHS Accelerator system. A MNew MNeed iz
1 request to increase the Anomal Contract Budget's total funding, or bottom-line. MNew Needs can be
sobmitted to DS5-DHS for approval at any time wsing the online system  ServiceMow
(https/ Soredhs secrice-pow com).  MNew MNeeds will be remiewed on a first come basis and priontized
based on coticaliry and avadabiity of fands. Highest prioory will be given to the emergency needs (snch as
health and safety and/or repnlatosy compliance issnes). The Prowvider can expect to receive a full
review of the request 60 days from the date of submission.

An npdated Budget can only be submitted in HHS Accelerator for approved New MNeeds. To increase
the Annmal Contract Budget total funding, a contract amendment must be registered.

To submit a New Meeds Request:

Before submitting a request, ou will need to be provisioned. Please email ServiceMNowSnppoctifldhs aye.gov
with your foll name, email address, and phone number to request access.

Access the URL hirg=.*/gredhs semrice-pow com.  You will be prompted to enter your nser credentials (User
Mame: DHS\nsername, Password: DHS netwodks password)

- E E
SR O raprrn b gt WL Kz sl s kel ST i U B @G e

S e g i o

BaI0 Mk
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You will be redirected to the landing screen as shown below. Click on the MNew MNeeds Bequest” link located
on the left navipation to access the new needs request form.
= SUTLET : -

m = FUTE G TE - LR LRIR - i nd e T oy wemy &

:'-J-': Eipprevuls ::| ::-E-:: Hepcals ;_EI I:-EE I Incdoube |E‘

s

= Reparsr =Creabie v = StortCeacngacn = Dursbas Srsarymms = Troaca Har

K mracds b dlaploy

MNATURE OF REQUEST

Provider ro compplete-
Contact details are pre-popnlated and read ownly, based on requester log-in credentials. Reqnesters mmst
select a type of New MNeed Request from the following List

* General Budget (example: request dne to increase property tames, rent, ntilities, etc.)

# IT (example: a request for new infrastrocture project related to cabling at a shelter facility)
* Program (example: reqnest for increase medical services, staffing, fmonitmre, ete.)

* Facilities (example: request for masntenance/ repair of fire alarm, elevator, ete.)

* Secunty (example: request to increase secnaty guards, SecuLity equipment, ete.)

Indiwidual requests must be submitted for each type of New Need. Requests cannot be bundled.

If the “Amonnt Bequested-Cncent Year OTPS” entry is greater than §5,000, the requester will be prompted
to inclede a minimum of 3 bids with their request. Click O on the prompt, and then click either on the
paper clip or “Add Attachment”™ buttons nader Bid #1, Bid #2 and Bid #3 to attach the bids. Choose the
relevant files from your computer to add them to the request. Bename or delete files a3 needed.

the requester will click on “Snbmit Request™ to snbmir their New MNeads Endget Request for rewiew.

It iz emeial to mstify why you are requesting the money. Specifically, state why you want to implement the
Mew MNeed (for example, State mandate, new lease apreement, leaky roof) and mstification, mcnding current
and potential impact (for example, State fines, longer stays by clients, or water leaking into rooms). DHS has
Limited available funding, so it 15 important to descobe why your need i= a top poooty. Please attach
additional docomentation so we can review 3 comprehensive jnstfication. Please note that all OTPS
submissions must be accompamied by three (J) bids if the request exceeds $5,000. DHS may
require the Provider to submot market research for comparable services and goods for New Needs
requests betwreen 5,000 and $25,000.

Page | 48
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ACENOWLEDGEMENT OF RECEIPT

Onee snbmitted, the requestor will receive an email notification with details about the request. The RITM #
is the noigue ID) nsed to track the request.

Ri=quest RITW0072104 has besn suamitted:
Ri=quester: Zand-z [lzwker

ltem: MNew heeds Rzquest

Title of R=quest: 112T WATCR TANK RCRPLACCWCNT

Dizte of Request: 72002010 00: 5344 T°5T

Cick mere fior TUll d=tails: LIMH

Hul NS GUI24Y90E

Flease call your Shelter Propmm Budget Analyst with any questions.
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ASSIGNED DIVISION RECOMMENDATIONS

Based on the request type, 2 New MNeed Request the request will be assipned to 2 divmision for review. Onoce a
requester’s submission 15 approved or returned, they will receive an email notfication wpdating them of
the stams. The reqnester can click within the email to view their request in the system.

If the recommendation 15 "Approve," the request will be foroarded to the DHS Shelter Program Budget
Offica.

If the recommendation is "Retom," the request will not be forwarded to the DHS Shelter Program
Budget Office. All retnened requests include comments as to why the request was retnrned.

Promders are able to re-submit 2 New Needs request that has been previonsly remmned. The Catalog Task
section is available cnce 2 request has been remmed.  This allows the requester to edit details of their
request as required (Le: add or change information). By scrolling down to the Camlog Task section, the
requester can click on a Catalog Task Numbes to npdate their request. This can be accessed in the
notification email they receive or in the system itself by navipating to vour “Reqoest” tab.

sqmesters can view the stams of their reque icking on the “Beguests” tab on their dashboard.

1 Le'L HYL - FLEDLLLYE - REHIEY H Uenbae: 1 & |_=|',-_ [ TR a, |

AT e ::I Appoesh (T 'i| Mgt (1 |E| I sk {7

Below are the sereenshots for the workflows for the different type of sequests.
IT:
T (L Ra et SiEmEer {5 briad
Srageam |1 Bnakest dpprl [Corplezd)
Fragam IT Sl ier SEEral (Rempek.
TiF M s Everd Haapsy LR A Sl SR ANALE ApPRNL ICEFIRIAN;
047 35 Replamrrent - REWVISFDR Sagigel Civahun Bpgiwal (Cumpkdali
(3 TMB R 11 precesssi
[ Bl Cenfeation [Fating - 152 et starad)

.: ezl Gl (P ping - | ops il 0 bl
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DHS Shelter Program Budget Office will review all requests. If DHS Shelter Program Budger Office
funds an amonnt that differs from the request, it will inclnde an explanation of the vanance.

All recommendations are subject to OMB approval.

If the recommendation 15 "Request Approved,” the DHS Shelter Program Budget Office will begmn
any necessary contract amendment processes. The “Arachment A” will be completed and sent to the
Prowider via email.

If the recommendation 15 "Request Approved, Revised Amoum" the DHS Shelter Program Bndget
will inform the Provider and initiate any contract amendments that are necessary. The “Arachment A™ will
be completed and sent to the Prowider wia email

CONTRACT AMENDMENT

Approved New Needs Requests which alter the total contract budget amonot must be registered as a contract
amendment. Amendments will be processed mking into consideration other actions and the stage of 2
contract within the fiscal year  Per City procurement miles, multiple New Needs may be bundled for
processing post-approval

4. Start-Up Funds
When 2 new facility or program is opened, the Prowider may be piven stant-up funds in the Contract
Budget to pay for personnel, materals and supplies which are necessary to make the fawlity or program
operational
According to State repulation, start-up costs in Tier IT facllities are to be amortized over a five year pesiod,
which inclnde principal and interest. The anmmal amonat will be added to the budget nader debt service.
Start-up costs include payments for purchases or services prios to the facility opening.

The Start-up budget is negotiated as part of contract negotiations. Providers may request np to 2/12ths of
the anmmal operating bundget. Once established, the Smart-up budget is snbmitted to DHS throngh the HHS

Accelerator System.

A Start-up budpet omst be mbminted aloag with a descoption of the items, quantity, wait cost and total
cost for the matenals and supplies needed to make the facility operational poor to the faciity opening and
providing the delivery of shelter services. This shonld be attached to the contract budget in Accelerator.

If the Provider wishes to spend the start-up funds in 2 matter which deviates from the start-up budget, a
contract budget modification nmst be prepared.

All non-profits holding contracts with one of the Health and Homan Services agencies were sequired to
enroll with Essenza. Prowmders are enconraged to nse Eszensa for purchasing tems. If Eszensa isn't
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Appendix D: Lead Paint Guidelines

http://wwwl.nyc.gov/assets/hpd/downloads/pdf/lead-local-locall-2004.pdf

Page 23


http://www1.nyc.gov/assets/hpd/downloads/pdf/lead-local-local1-2004.pdf

Department of Homeless Services Maintenance Policy Manual

Appendix E: Violations at DHS City & Privately Owned Shelters

Page 24



Department of Homeless Services

Department of
Homeless Services
Despazr Irnienil ol

Socinl Garyices

Fazilities and Lagistcs

Stewen Banks
Cairmkssirar
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Jamey Russs
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JrusseEdhs, nye.gew

23 Beaver 5., 12th Floor
Mow York, NY 10004

212 361 EADD bal

MEMOPANDUM

TO: Whoem It May Concem
FROM: James B Russo
DATE: July 28, 2017

SUBJECT: City Owned Buldings- Viclation Protocol
All building violations such as, Fire Department, Environmental Control Board,

Department of Environmental Protection, Buildings Department, Department of
Transpertation, and Department of Health wiolations should be sent to the

Maintenance Policy Manual

EAT 637 BOCR fax

Maintenance Repair & Capital Constuction (ME.CC) department to the attention of
the Assistant Commssioner of Inspections and Comphance. Upon receipt of the
violation notice, the following process will take place.

1. MRCC receives bulding violation
2. MRECC assesses if violation 1s DHS MRCC ws Prowider Responsibality for remediating
wiolation
A) Provider Responsibality —
a. MRECC nobhfies DHS Program Admimstrator’s wia email on open bnlding
violations, meheding copies of the vislafions
b. MECC Building Compliance Unit (BCU) sends out Fiald Assessors to
follow up with Providers megarding the status of bmlding viclahons.
c. MRECC BCU Field Assessors will collect back wp documentation andfor
certificate of correchon on thewr outstanding buildimg wiolations
d  Provider is responsible for filing certificate of comections for remediation
completed
1. ECB Viclations
1. Providers must submit to MECC a letter on their letterhead
clearly outhming the steps taken that remediated the violation
with supporting documentahion
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1. Provided mmst fill out DOB form AUE? and submt for MEEC review
2. MECC will review AUE? latter and supporting document. Onee approve,
we will provide DOB form AUES and submat back to provider
1. Prowvided to clear out ECB violation at hearmg
b. MRCC closes out the violation within the Building Compliance Systems (BCS) and the
Prownider closes out the viclation with the appropriate enforcement agency
B) MECC BCU Responsibility —
MECC Assigns Field Assessor to assess violafion
b. MECC assigns the wiolation to 1fs infernal units such as Trade Shops, Contract Uit or
Capital Program ete.
c. MECC BCU sends out Field Assessors to ensure the remediation has taken place and for
documentation purposes.
d  MRECC will close out the violation withm BCS
e. MERC will prepare and file certificate the corrections with the appropriate enforcement
agency

MEBCC BCTU maintains a master tracking file on all viclations RECETVED regarding HS Shelters
at city owned sites.
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Department of
Homeless Services
Despazr Irnienil ol

Socinl Garyices

Fazilities and Lagistcs

Sleven Bamks MEMOFANDUM
TS irar
TO: Whem It May Concem
-Jﬂﬂr.'ﬂ. Calar
Adm nisirabzr FROM- James B Busso
G omesons: DATE: - July 28,2017

SUBJECT: Prvately Owned Buildings- Violation Protocol

JrusseEdhs, nye.gew

23 Boaer 5t 12th Flopr 41 Duilding viclations such as, Fire Deparfment, Environmental Control Board,

Mew York, Y 10004 Department of Environmental Protecion, Buildings Department, Department of
Transportation, and Department of Health wviolations should be sent to the

=17 361 5400 tal Mamtenance Repair & Capital Construction (MPR.CC) department to the attention of

517 637 2002 fax the Assistant Commissioner of Inspections and Compliance. Upon receipt of the
violation notice, the following process will take place.

1. MECC receives a copy of the hulding vielation

2. MRCC nofifies DHS Program Admimistrator's via email on open building
violations, incloding copies of the violations

3. MRCC Buldmg Comphance Unit (BCU) sends out Field Assessors to follow
up with the Landlord Provider regarding the status of the violation.

4. MRCC will collect back up documentation andfor certificate on remediated
violations

5. MECC will close out violation within the Buldng Compliance Systems
(BCS)

6. LandlordProvider is responsible for filing cerfificate of comrections for
remediation completed

MRCC BCU maintains a master tracking file on all violations RECEIVED regarding
DHS Shelters at city and privately owned sites.

Thank you.
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Appendix F: Other Useful Building Guidelines

Confidential: For Providers Only

Coordinated Inspections: Most Common Violations

1. Window Guards: Missing, defective or improperly installed (needed throughout the building
if there is a child 11 or under)

2. Inoperable Ground Fault Circuit Intermupters (GFCI): Mot working

3. HAooring: Floor tiles in need of replacement or repairs

4. Peeling Paint/Deteriorated Surfoce: Broken plaster*

5. FEvidence of rats, mice, or other vermin present: Exterminate the entire property

6. Record Keeping: Missing or poorly maintained fire safety plan, log books, testing and
maintenance reports, fire alarm systems letters of approval

7. Precaution Against Fires: llegal storage within utility rooms, electrical rooms, elevator
machine rooms; illegal storage of portable fueled equipment on premises; vegetation within
10 feet of the building; combustible rubbish within the premises; faulty fire extinguishers

8. Emergency Planning: Failure to provide annual fire safety plans or fire safety plan training to
staff and residents

8. Fre-Resistonce-Rated Construction: Damoged fire-rated barrier walls andfor ceiling-floor
assemblies; fire doors blocked with door stops; missing or damaged re-latching on fire doors

10. Obstructed Egress: Overcrowding (occupancy in multiple premises exceeds the madmurm
allowed by Certificate of Occupancy); storage of goods in hallway; access to stairwells
impeded: locks on doors preventing exit; emergency power for emergency light missing

11. Doors: Doors not self-closing; doors not closing flush
12. Handrails: Loose or unsteady; must be able to stand 250Ibs of horizontalvertical force
13. Walking Surfaces: Excessive sloping

14. Inspection Reports: Missing Boiler, Elevator and other building systems inspections and/or
reports

15. Emergency Bockup Lighting: Power source for emergency lighting must be in ploce
16. Leaks: Repair plaster and paint damage resulting from legks

17. Obstructed Egress: Fumniture, boxes or possessions blocking means of egress

18. Fre Stopping: Need to use fire-stopping materials

19. Exposed/Uncontained Garbage or Spilled Food Waste: Food waste that can attract and feed
rats.

20. Qutter and Debris Sufficient to Harbor Rats or other vermin

*Iralicized text indicates the viclotion is common amongst several ogencies
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Appendix G: Shelter Compliance Procedure

To be inserted once final
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