Community
Development
Department
Operations Manual

1

2

Community Development Department
Operations Manual

Table of Contents

City of Corcoran



I.

II.

i.

Mission
Organizational Values

Community Development Department

ii.

 Values
 Introduction
 Organizational Chart
Contact Information

viii.

General Operations

1

Planning Division

3




Mission Statement
Scope of Work

Planning Application

4

Application Review

6

Planning Commission

6

Reporting

7

Planning Documents

7

Planning Review Flow Chart

8

Organizational Chart

9

3

Building Division
III.

IV.





Mission Statement
Scope of Work
Building Permit

Building Inspection

14

Field Re-inspection

15

Refund of Building Permit

15

Reporting

16

Certificate of Occupancy

16

Building Document

16

Adoption and Interpretation

16

Building Permit Submittal Flow Chart

18

Building Inspection Flow Chart

19

Organizational Chart

21

Code Enforcement Neighborhood Preservation

23




V.

11

Mission Statement
Scope of Work

Case Management Procedure

27

Adoption and Interpretation

31

Case Flow Chart

32

Vehicle Abatement Flow Chart

33

Organizational Chart

35

Housing

37




Mission Statement
Scope of Work

First-Time Home Buyer Guidelines

38

Owner-Occupied Housing Rehabilitation Program

61

4

Housing Loan Flow Chart

87

Foreclosure Flow Chart

89

Organizational Chart

Transit Division
VII.




91

Introduction
Scope of Work

Definition of Terms

93

General Guidelines

94



Hours of Operations

Conduct/Behavior

94

Communication

96

Pick-up and Drop-off

96

Bus Fare

97

Distracted Driving

97

Driver’s Log and Fare Box

98

Deposit Records

99

Vehicle Maintenance

99

Certification

100

Adoption and Interpretation of Policy

100

Bus Inspection Flow Chart
Organizational Chart

101

Attachment

102

5

City of Corcoran
MISSION

To join with the community to provide affordable quality services that
enhance the safety, economic diversity, environment and housing,
where citizens and employees can thrive in an atmosphere of courtesy,
integrity and respect.

Organizational values
1. Commitment to service
2. Partnerships
3. Team work
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COMMUNITY DEVELOPMENT
DEPARTMENT
We, the employees of the City of Corcoran, Community Development Department, are
proud of our city of excellence. We are well managed, innovative, and a caring
Department within this outstanding City. Our values are those qualities and
characteristics we appreciate, support and live by. They guide us in how we relate to
each other and to those we serve. Values establish our priorities and highlight those
qualities we honor the most. Our ethics, norms and vision are derived from our values
and mirror this department and this City.
Service to the community is our highest priority. We will respect the dignity and the rights
of those we serve.
We are committed to mentoring, developing, training and assisting staff in accepting
greater responsibility in pursuit of their career objectives.
Maintaining the trust of the community in our department is of the utmost importance.
It can only be accomplished by dedication and performance.
Local Government exist to serve the needs of the whole community; service should be
provided in a fair, courteous and effective manner.
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WE VALUE ONE ANOTHER
People are our most valued resource within the department. We are concerned with the
wellbeing of staff. We commend them for their performance, and provide them with the
necessary resources to accomplish their jobs, we treat citizen, co-workers, supervisors
and subordinates equally with respect.
WE VALUE TRUST IN OUR RELATIONSHIPS
Trust amongst one another is vital to departmental health. It requires us to operate
openly with one another based upon the foundation of honesty and integrity. As a team
we will work together to overcome difficulties by solving problems. We recognize our
different roles and talents within the department; however, we are members of one team
and no one person is more important than the other.
WE VALUE STAFF DEVELOPMENT
Staff development is paramount to be an effective department. We are committed to
mentoring, developing, training and assisting staff in accepting greater responsibility in
pursuit of their career and objectives of the Community Development Department goals.
WE VALUE CREATIVITY
As a staff we are willing to be self-critical and examine itself for potential areas of needed
change. We will be committed to remain a leader in innovation and to contribute in local
government excellence by sharing our experiences and resources with other departments
and agencies. We will look to the future and be willing and open to experiment with new
ideas and concepts.

WE VALUE ORGANAZATION EFFICENCY
The Community Development Department will always strive for excellence and to
maximize efficient and effective use of resources in order to complete our tasks and goals
on time and within budget. We serve the community and are accountable for high
productivity and to maintain a high level of expertise.

WE VALUE COMMUNICATION
We are open to and value participation in process and procedure. We value all opinions
and encourage candor, honest, open communication between staff and the public.
Communication is the most important and effective resource we possess. Use it well.
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WE VALUE EFFECTIVE MANAGEMENT
Community Development staff will be responsible for our actions and learn from our
experiences. We value a clear sense of direction and consistency in all that we do and we
will lead by example. We will strive for financial accountability at every level and we are
committed to establishing and protecting an environment that seeks to provide a safe
stress free work place.

WE VALUE COMMUNITY SERVICE
Service to the Community highest priority.
Community Development staff will seek to anticipate the concerns of the community
while provide excellent service. We strive to solve problems and seek viable alternative
to situations that are problematic. We will maintain the public trust through dedication
and performance. Local government exist to serve the need of the whole community;
service will be provided in a fair, courteous and effective manner and will respect the
dignity and rights of those we serve.
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ORGANIZATIONAL GOALS
1.
2.
3.
4.

See that necessary and desired services are provided
Act as a catalyst in the community
Evaluate and improve existing services
Foster citizen input

INSURE FINANCIAL SOVENCY WITHIN THE DEPARTMENT
1. Decrease dependency on external revenue sources
2. Reduce cost
3. Focus on income sources

MAINTAIN ABILITY TO ACCOMMODATE GROWTH
1. Foster commercial and industrial economic development
2. Develop infrastructure
3. Develop plans and policies
MAINTAIN AND DEVELOP EMPLOYEE RESOURCES
1.
2.
3.
4.

Develop a departmental climate which fosters personal and professional growth
Assist in the development of existing staff
Attract and maintain competent employees
Acknowledge productivity and performance

MAINTAIN POSITIVE IMAGE
1. Actively listen to and effectively communicate with the public, employees, other
department and agencies and the media.
2. Be a quite leader in the community
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Introduction
Community Development Department comprises of five divisions: Planning, Building and
Safety, Code Enforcement Neighborhood Preservation, Housing and the Transit division.
These are essential links between the public and its city representatives on a wide array
of issues and programs.
The Planning division assures the citizens of Corcoran are provided with a clean, safe,
aesthetically pleasing, environmentally pleasant city through design, laws and
regulations, environmental and socioeconomic analysis and political approval. Building
and Safety division ensures compliance with the California Building, Health and Safety
Codes. Code Enforcement Neighborhood Preservation division enforces city ordinances
and policies adopted by the City Council and ensures that these are made known to the
public. The Housing division offers low or no interest rate loans to residents of the
community for the purchase or rehabilitation of property within the city limits of Corcoran.
The Transit division provides transportation services within City of Corcoran and fringe
areas of Kings County.
This manual is intended to establish and implement standards and operating procedures
and written guidelines concerning the five divisions of Community Development. The
primary focus will be to establish formal processes to ensure consistency in actions taken.
Staff recognizes the need to be good will ambassadors throughout our community, with
this in mind we will strive to serve this community to the best of our abilities. .
It is important to recognize that while these policies and procedures have been
established to ensure consistency in action, it may be necessary and appropriate to
deviate from the recognized policy and procedures for cause. Policy and procedures
should be reviewed frequently and amended as necessary and appropriate.
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ORGANIZATIONAL CHART
COMMUNITY DEVELOPMENT DEPARTMENT

City Council

City Manager

Planning
Commission

Community
Development Director

Administrative
Assistant

Building Official

Building Inspector/
Code Enforcement
Officer

Housing Specialist

Planner

Contracted
Partner

Transit
Coordinator

City Engineer

Senior Transit
Assitant

Permit &
Code
Technician

Transit
Operators
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CONTACT INFORMATION:

Community Development Department
832 Whitley, Avenue,
Corcoran, CA 93212

Community Development Director

-

(559)-992-2151 ext. 2110

Building Official

-

(559) 992-2151 ext. 2110

Community Development
Administrative Assistant

-

(559) 992-2151 ext. 2101

Building Inspector/
Code Enforcement Officer

-

(559) 992-2151 ext. 2102

Community Development Technician

-

(559) 992-2151 ext. 2101

Inspection request line

-

(559) 992-2151 ext. 2104

Code enforcement complaints

-

(559) 992-2151 ext. 2103

Transit Coordinator

-

(559) 992-2151 ext. 2701

Corcoran Area Transit
1099 Otis Avenue,
Corcoran, CA 93212
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I.

General Operations
Hours of operation: The office is open to the public from 8:00 am to 5:00
pm Monday through Friday. The office is closed to the public on Wednesdays
between 12:00 pm and 5:00 pm Saturdays, Sundays, and Holidays.
Work Hours: The recognized work hours are from 8:00 am to 5:00 am with
1 hour unpaid lunch and two 15 minute breaks, one am, one pm.
Work Assignments:
All requests for Building Inspection and Code
Enforcement Actions, documentation or inspections will be retrieved daily. Calls
shall be prioritized and assigned to the appropriate inspector by the Building
Official or his or her designee.
Time Sheets: Shall be filled out completely and accurately, and turned in to
the supervisor of each division for review. Supervisors shall submit all signed
time sheets to the Community Development Director for review and processing
no later than 12:00 pm on the Wednesday proceeding payday or as required.
Field Operation
Staff will possess and display city issued identification where necessary and
appropriate. Staff will identify themselves when interacting with citizens in the
community and when conducting inspections. Staff will maintain a professional
demeanor at all times.

II.

Appearance
Clothing shall be clean, neat and in good condition when worn during work
hours or work related activities. Office personnel shall wear business
professional attire (see Community Development policy on uniform). Field
personnel shall wear city provided uniform and safety shoes.

III.

Vehicle Use
Staff shall obey all traffic laws as defined by the California Vehicle Code. In the
event that a staff member receives a traffic citation or parking citation they
shall advise their supervisor within 48 hours of the circumstances leading to
their receiving a citation.
In the event that a staff member becomes involved in a traffic collision in a city
vehicle, staff shall report the incident to the Law Enforcement Agency with
jurisdiction and request that a report be completed. The staff member will
advise their supervisor as soon as possible thereafter. City assigned vehicles
shall not be used for personal use. City assigned vehicles shall be kept locked
when not attended.
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Prior to use, staff members shall inspect their assigned vehicles for damage, if
damage is discovered staff shall report the damage to their supervisors prior to
using the vehicle. Staff shall not use their personal vehicle on city business
without prior supervisory approval.
IV.

Training
The City recognizes that its employees are the most valuable resource. It is
imperative to have well trained staff at all levels throughout the organization.
Community Development Department Staff shall strive to assure the citizens of
Corcoran are provided with a clean, safe, pleasant city to live and raise a family
through education, certification and the most up to date training available.
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Planning Division
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City of Corcoran
Policy and Procedure Manual
PLANNING division

I.

Mission Statement

The mission of the Planning Division is to maintain and improve all
aspects of the city’s physical environment. The Planning Division serves
as a custodian of the vision and agent for the implementation of the
policies related to land development, zoning, and environmental law set
forth by the State of California, the City Council and the citizens of
Corcoran. Corcoran is a small city with an atmosphere preserved and
ensured by diverse retail services; citizen participation in decision
making; quality of public schools, medical, offices and entertainment and
adequacy of public services for residents of City of Corcoran. It is
incumbent on the planning division to work with Commissions and
Councils to preserve and develop the future of the community.
II.

Scope of planning division
a. The City of Corcoran's Planning Division is charged with the responsibility of
preparing, maintaining, and implementing the General Plan for current and
future development of Corcoran.
b. Maintenance of the City's General Plan, Zoning Ordinance and Specific
Plans, while preparing plans for the City’s future growth, prosperity and
quality of life, as well as helping the public understand City policies, develop
regulations, and evaluate development projects to ensure they meet high
standards of quality, sustainability and amenity for the community.
c. Provides both strategic planning and development project review services
to the City Council, Planning Commission, Citizens of Corcoran and the
development community, as well as provides environmental and planning
support to other departments within the City.
d. Prepares studies and reports such as demographics, and development
entitlement activity on a regular basis.

III.

Planning Application
Planning application are required to determine if certain uses of specific
property is in accordance with the City of Corcoran Zoning Code. Planning
application includes the following:

17

1.
2.
3.
4.
5.
6.
7.

Administrative Review *
Annexation
Conditional Use Permit
General Plan Amendment
Lot Line Adjustment
Sign Review *
Site Plan Review

8. Tentative/Final Parcel Map
9. Tentative/ Final Subdivision
Map
10.Map Extension
11.Variance
12.Zone Change
13.Zone Text Change *

*Require submission of application and four (4) copies of site plan/sign
design that includes measurement, sign text, materials, etc.
Application Submittal Requirements
SITE PLAN DRAWING IS REQUIRED FOR CONDITIONAL USE PERMITS, SITE
PLAN REVIEW. INSTRUCTIONS FOR PREPARING A SITE PLAN DRAWING:
The site plan must be drawn in a neat and legible manner on paper a minimum
of 8½ by 11 inches to a maximum of 24 by 36 inches in size. The scale must
be large enough to show all details clearly. Twenty (20) copies of the site plan
including one (1) reproducible print not larger than 11” x 17”, and a PDF copy
on disk or emailed must be submitted with this application form. If additional
copies will be necessary you will be notified. The following information must
be included in the site plan:
1. Name, address and contact information of the legal owner of the site
and applicant or representative preparing the site plan exhibit;
2. Address of property, if it has been assigned and Assessor’s Parcel
Number (APN);
3. Legal description of the exterior boundaries of the project site, or legal
description of the property comprising the project site;
4. The names of all utility providers;
5. Date, north arrow, and scale of drawing;
6. Dimension of the exterior boundaries of the site;
7. Show flood zone designation;
8. Name all adjacent streets, roads, or alleys, showing right-of-way and
dedication widths, reservation widths, and all types of improvements
existing or proposed;
9. Locate and give dimensions of all existing and proposed structure on the
property. Indicate the height and depth of the buildings and their
distance to at least two (2) property lines;
10. Depictions of all existing and approved General Plan Land Use, zoning,
existing and intended uses and proposed parcel boundaries, utility or
Corcoran Irrigation District easements, BNSF easements, existing wells
and septic tanks or any underground uses known, within 100 feet of the
project site;
11. Dimensions and direction of travel of driveways approaches;
18

12. Show access, internal circulation, parking and loading space. Detail offstreet parking, exists and entrances, complete with dimensions and
numbers of parking spaces, including handicapped space;
13. Footprints of all proposed buildings, including the number of stories, use,
and square footage;
14. Show all fences, walls, and landscaping; their locations, heights,
materials and/or type;
15. Show location and type of trash enclosures;
16. Show all signs: location, size, height, and material used;
17. Note all external lighting: location, the general nature and hooding
devices;
18. Indicate method of storm water drainage;
19. Note the distances to the nearest fire hydrant;
20. Show existing and proposed landscaping;
21. The applicant should include any additional information that may be
pertinent or helpful concerning this application;
22. Other data may be required to permit the zoning administrator to make
the required findings;
23. Project proposed phasing lines;
24. Copy of Traffic Study if required;
25. Copy of Noise Study if required;
26. Copy of conceptual building elevation plans, if required.
Planning fees are due upon submission of application.
IV.

Plan Application Review
The Community Development Department is responsible to ensure
completeness of planning application and all necessary documents. Plan check
is being done through the Community Development Director and routed to
different departments within City Hall, City Engineer and/ or send to different
agencies, if needed.
Decisions on administrative and sign application are being done by the
Community Development Director. All other planning application are reviewed
and approved by the Planning Commission and/or the City Council.

V.

Planning Commission
The Community Development Department provides technical and
administrative assistance to the Planning Commission, which is comprised of
seven citizen members appointed by and serve at the pleasure of the City
Council. The term of office has been and shall be four (4) years or until a
successor can be appointed and qualified. Terms of office have been and shall
be overlapping and staggered so that a majority of the terms of office do not
terminate simultaneously at the end of any given calendar year. Number of
successive terms served shall be at the pleasure of the City Council and without
19

set limit. All members of the Planning Commission have been and shall continue
to serve without compensation
Depending on the type of application, the Planning Commission reviews and
approves planning-related applications or makes recommendations on them to
the City Council. The Planning Commission meets every third Monday of each
month at 5:30 p.m. in the City Council Chambers at 1015 Chittenden Avenue.
VI.

Reporting
All report document and comments are entered and monitored through the
Community Development Permit System.

VII.

Planning Documents
Maintenance or retention of records is based on the State of California and
City of Corcoran’s Document Retention Policy.

VIII. Adoption of Standard Operating Procedures.
The Community Development Director may adopt additional standard operating
procedures to implement Corcoran Code provisions relating to zoning code
enforcement and these policies.

IX.

Interpretation
These policies and procedures are to be interpreted to maximize both the
efficiency of zoning code enforcement compliance with Federal, State and City
codes. Nothing in this policy manual shall be interpreted to require the City to
act or to refrain from acting or to establish a standard of care for City actions.
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Planning Review Flow Chart

Submittal of completed planning
application with necessary
documents and planning fees
(refer to notes for required
documents)



Community Development Department
decision (Sign review and admin
review) or
Through a Public Hearing Planning
Commission and/or
City Council




Assignment of Project number
and encoding to the system



Transmittal of Memorandum
to different agencies and
residents within 300 ft. radius
of the property for review and
comments

Sends approval letter
Update Planning System
Final Map review and sign by
City Engineer/Community
Development Director and City
Clerk

Applicant records the
final map.

Department and City Engineer
review of pertinent documents

Closed.
Consolidation of comments
NOTES:
(1) For Conditional Use Permit, Lot Line Adjustment, Site
Plan Review, Tentative Parcel Map, Tentative
Subdivision Map Variance and Zone Change:
 Hazardous waste site data statement
 Environmental information
 Site Plan drawing or Map - 20 copies and PDF copy
on disk or email together with application form
 Site characteristics
 Permission or authorization from the property owner if
applicant is not the property owner.
(2) Planning fees available on City website at
www.cityofcorcoran.com

Meeting with applicant and/or property
owner with the City and other agencies
will be scheduled if needed, otherwise
process will continue

NO

Review
process
complete?

YES

Staff will accept email signoffs from reviewers
Estimate Process Time – 4 to 6 weeks
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ORGANIZATIONAL CHART
COMMUNITY DEVELOPMENT DEPARTMENT
PLANNING DIVISION

Planning Commission

Community Development
Director

Administrative Assistant

Building Official

Planner

Building Inspector/ Code
Enforcement Officer

Planning Assistant
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City Engineer

Building Division
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City of Corcoran
POLICY and Procedure Manual
BUILDING A N D S A F E T Y

I.

Mission Statement
The Building and Safety Division's purpose is to promote health and safety
in the construction and maintenance of buildings and structures, through
the enforcement of California Title 24 Building Codes, California Uniform
Housing Code, California Title 24 Energy Standards, C a l i f o r n i a G r e e n
c o d e a n d a l l l o c a l regulations and ordinances.
Note: Code Adoption is performed by City Ordinance.

II.

Scope of Building Division
a.
b.
c.
d.
e.

III.

Plan review/ Check
Permit issuance
Building Inspection
City infrastructure Inspection
Code analysis

Building Permit
The City of Corcoran Building and Safety Division of Community
Development is mandated to promote health and safety in the
construction and maintenance of all buildings and structures through the
issuance of Building Permits and the enforcement of all California Title 24
Codes of Regulations. The California Uniform Code for the Abatement of
Substandard buildings, the California Uniform Housing Code, The California
Energy Standards, the California Green Code, the California Health and
Safety code and all local regulations and Ordinances.
Policies:
Building permits are not required for the following:

1. Cosmetic work; painting, trim, wall covering, cabinet work, tile and
floor covering

2. One story detached accessory buildings not exceeding 120 square feet.
3. Platforms, walkways, driveways, retaining walls not more than 30"

inches above the ground, ten (10) feet from the curb and not over a
basement or underground story.
4. Windows and doors that do not change in size or configuration.
24

5. Patio decks not more than 30" inches above ground.
6. Wood, chain link and wrought iron fences.
Note: 2, 3 and 6 may have planning issues that require approval.

We p r o v i d e 24 hour plan processing for m o s t
application such as:

basic permits

1. Re-roofs without structural requirements
2. Minor electrical and 200 amp or less panel change outs.
3. Minor plumbing and mechanical
We provide 7 2 hour plan processing for the following p e r m i t s
applications such as:
1. Residential Photovoltaic
2. Minor interior repairs or remodels that do not include
Increasing the footprint of the building
Drawing requirements for plan review residential construction
All residential, commercial and industrial new construction, addition and
demolition must comply with Ordinance 640 regarding construction and
demolition waste (C & D).
To obtain a Building Permit, it is necessary to submit a minimum of two (2)
complete of sets of plans and specifications and one PDF copy that can be
sent via email or flash drive. These plans must be drawn neatly, to scale and
sufficiently detailed to indicate the nature of the work proposed by showing
the applicable items listed below.


Complete sets of plans/site, elevations, floor plan, foundation,
shear wall schedule, roof framing, framing details, electrical, HVAC
mechanical, and plumbing



Title 24 Energy Calculations with cover
page listing the address of the project



Complete Truss Calculations with cover
page listing the address



Two (2) 8-1/2 x 11 floor plan and site plan listing the address
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Contractor or owner shall submit a surveyed site plan with cut sheets for
review (by City Engineer) for all curb and gutter at the time of
construction plan submittal.



Water meter must be installed and water service activated before
foundation inspection. For water service activation, please call the
Corcoran City Hall (559) 992-2151 ext. 2001 or 2002.



Finished floor elevations for areas not in a flood plain zone must
be a minimum of 12” above the crown of the street. Finish grading
the lot prior to final inspection.



Certification of insulation must be provided to the inspector at final
inspection.



H.E.R.S Test and all Signed Title 24 Energy Calculation
documentation must be presented to the inspector at final
inspection.



All requirements of the California Green Code must be in compliance at
final inspection



A set of City stamped approved plans, truss calculations and energy
calculations must be on site (in the garage during construction and in
the kitchen at final inspection) or the inspection will be cancelled (NOT
READY) and a re-inspection fee may be issued.

Exceptions: shower pan and drive way approach inspections do not need the
energy calculations and truss calculation on site.
Building Maintenance
For Sub-standard Building (SSB), code enforcement action and building
maintenance permit are required.
IV.

BUILDING INSPECTION
Preparing for inspection


All inspection are based on morning or afternoon request. The Building
Department will try to accommodate all inspection. Please note: on
heavy inspection days morning inspection request may be completed
in the afternoon and afternoon inspection may be carried over in the
next inspection day.



A representative of the Building Department is available at the
counter, Monday thru Friday 8:00 to 11:00 am and 1:00 pm and
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4:00 pm; Wednesday between 8:00 am and 12:00 nn.


Daily Inspection Schedule is generated from the Building Permit
System.



Building Official is available by appointment only.

Inspection Request


Inspection request line (559) 992-2151 ext. 2104.



All inspection must be requested and scheduled prior to 8:00 am on
the day of inspection. Request received after 8:00 am will be
scheduled on the next inspection day.



Special inspection request must be approved by the Building Official
or his or her representative.



Building inspections are performed on Tuesdays and Thursdays.



AM inspections are between the hours of 9:00 am and 12:00 pm



PM inspections are between 1:30 pm and 4:00 pm.

Mandatory documentation required at all inspections
The following information is to be placed in the garage area for all inspections
except final inspection. Plans and documentation for final inspection shall be
placed on the kitchen counter.

1.
2.
3.
4.
5.
6.
7.

Complete set of City approved and stamped plans with the correct
orientation for that site
Complete set of City approved and stamped engineered truss drawings
for that roof elevation
Complete set of City approved and stamped Title 24 energy calculations.
All Engineering documents and calculations.
All prior correction notices.
At final inspection, smoke alarm and carbon monoxide statement of
compliance.
Inspection card must be on site and available at all inspections
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Any of the above not on the job site at the time of inspection is reason
for cancellation by the inspector. Cancelations by the inspector can
result in a re-inspection fee.
V.

Field re-inspection
Re-inspection fee will be charged if necessary. Re-inspection schedule report
is generated from the system twice a week (Tuesday and Thursday) for
follow-up.

VI.

Refund of Building Permit Fee
a. The building permit must be cancelled by the owner or permit holder in
writing within sixty (60) days of the issuance of the permit.
b. No work shall have commenced on the project for which such permit was
issued. If inspections have been performed, the costs will be deducted from
the refund amount ($110.00 per inspection or hour). In this case the items
in the refund table below may not apply.
c. The original permit, along with the inspection job card, shall be surrendered
to receive any refund.
d. An inspection of the site by the Building and Safety division will be
performed to verify the extent of the work performed, if any.
e. If all the above are met and approved, a claim for the refund will be
submitted to the Finance Department for process. Check refund generally
takes three (3) weeks and will be sent via regular mail.
f. No refund money will be rolled over to another permit. A separate check or
cash action is required should you obtain another permit.
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Refunds to the customer are as follows:

VII.

Building Inspection fee:

80%

Plan Check Fee:

0%

Plumbing Permit

80%

Electrical Permit

80%

Mechanical Permit

80%

Seismic Fee

0%

Building Standards

0%

City Impact Fees

100%

County Impact Fees

100%

School fees

100%

IT fee

0%

Training fee

0%

Reporting
All inspection results are entered and monitored daily through the Community
Development Building Permit System.

VIII.

Certificate Of Occupancy
Certificate of Occupancy will be issued upon completion of final building
inspection. For additional Certificate of Occupancy shall be charged a fee of $
25.00

IX.

Building Documents
Maintenance or retention of records is based on State of California and the City
of Corcoran’s Document Retention Policy.
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X.

Adoption of Standard Operating Procedures.
The Community Development Director may adopt additional standard operating
procedures to implement Corcoran Code provisions relating to building code
enforcement and these policies.

XI.

Interpretation
These policies and procedures are to be interpreted to maximize both the
efficiency of building code enforcement compliance with Federal, State and City
Codes. Nothing in this policy manual shall be interpreted to require the City to
act or to refrain from acting or to establish a standard of care for City actions.
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Building Permit Submittal Flow Chart

Permit application

• Completed permit application submitted
• Verification of information
• Check for completeness of application that
includes plans print-out and PDF copy

Permit
Process

• Data entry to Building Permit System
• If no plan review is required,
application will be processed within 24
hour period
• Plan review minimum of 3 to 5 days (PV
system, minor plans) or all other plan
review (1st comment) in 4 - 6 weeks
depending on the project

Issuance of
Permit
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• Payment of Building Permit
• Issue and signature of permit
• File copy to: Assessor's Office,
City packet

Building Inspection Flow Chart

Final
inspection
• Request for
inspection
received
• Conduct of
inspection

Result of
inspection

• If approve and no
correction, inspections will
continue throughout the
duration of project until
final inspection
• If denied, correction(s)
must be completed for reinspection
• Courtesy inspection by
Buiding Official approval
only

32

• Inspection card
signed/finaled
and building
permit sytem
updated
• Certificate of
occupancy is
issued

Project closed
and filed

Daily Inspection Schedule Flow Chart

Building Permit
System Inspection Tab

Find the
address and
click open

Fill out the
fields based on
requested
inspection

Print schedule
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ORGANIZATIONAL CHART
COMMUNITY DEVELOPMENT DEPARTMENT
BUILDING DIVISION

Community Development
Director

Administrative Assitant

Building Official

Building Inspector/ Code
Enforcement Officer

Planner

Planning Assistant
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City Engineer

Code Enforcement
Neighborhood
Preservation Division
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City of Corcoran
Policy and Procedure Manual
Code Enforcement NEIGHBORHOOD PRESERVATION

I.

Introduction
The City Council adopted City Codes specifically designed to address public
nuisances and to maintain a clean environment for all citizens in the
community. The objective of the Code Enforcement Neighborhood Preservation
Division is to promote and maintain a safe and desirable living environment in
both the Commercial and Residential zone areas, while insuring that all new
and existing buildings, structures, and properties are constructed and
maintained according to the California title 24 Code of Regulations, California
Health and Safety Code, and the Uniform Code for the Abatement of Dangerous
Building. Additionally, Neighborhood Preservation, Code Enforcement monitors
and enforces city zoning codes and other city codes and ordinances. Code
Enforcement Neighborhood Preservation’s primary objective is assuring the
citizens of Corcoran are provided with clean, safe, well managed, aesthetically
pleasing, and environmentally pleasant city to live in and raise a family. One of
Code Enforcements most valuable resources in our daily efforts to ensure our
objective, is our citizens. As a department we are few, but as a community
we are many. We appreciate your involvement and concern for your
neighborhood and community

II.

Scope of Code Enforcement
The purpose of this policy is to provide guidelines to the City’s Code
Enforcement staff. While city staff are expected to act consistently with these
policies, compliance or noncompliance with these policies may not be used as
a defense against an enforcement action or civil proceeding. Staffing levels and
other resources may vary and affect the City’s response. The specific facts of a
situation may make a different approach appropriate. City Code Enforcement
staff are authorized to exercise discretion in enforcement or in refraining from
enforcement. Exercise of discretion shall be done in a non-discriminatory
manner.
Code Enforcement Neighborhood Preservation Objectives.
1. Elimination of life safety violation which constitutes an immediate
hazard or danger to the citizens of Corcoran.
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2. Promptly correct and resolve violations that have the potential of
causing danger to the health and safety of the residence, visitors and
environment of the City of Corcoran.
3. Improve and maintain the quality of life throughout the community by
enforcing various adopted ordinances and establishing education and
awareness of all aspects of city regulations and code enforcement.
4. Achieve voluntary compliance through a variety of ongoing effective
education and awareness efforts and through community interaction.
5. Community outreach and involvement. Staff shall make reasonable
efforts to recognize and promote community outreach and neighborhood
involvement and actively listen to and present ideas and approaches to
solving enforcement problems to organizations and individuals willing to
participate.
6. Preserving housing stock. (Broken Windows Theory) As the housing
stock ages it is necessary and appropriate to regularly monitor and evaluate
its’ condition to prevent dilapidation and blight from occurring. It is
important to pay close attention to minor situations to insure that they don’t
gradually escalate into more serious problems that will take substantial
resources to resolve. The goal is to preserve the existing housing stock
through regular effective maintenance thus reducing the likelihood that it
will become substandard and potentially uninhabitable.
7. Encourage and support home ownership and home preservation.
Through the City sponsored First Time Buyer Program and the Rehabilitation
Program qualified individual can receive assistance acquiring a home or
rehabbing and existing home. Home ownership and preservation is a
substantial financial commitment by an individual to this community and
this commitment should be recognized and efforts to assist them further
with code enforcement through neighborhood preservation shall be
paramount to staff and management of Community Development. Pride in
ownership and pride in our homes and community is contagious thus
providing the necessary momentum to facilitate a grass roots movement for
positive change in a neighborhood and community.
8. Resource Investment While it is necessary to solve specific problems, in
certain instances it may be necessary and appropriate to solve the
immediate concern and then focus on the bigger picture. In those situations
it may be appropriate to allocate additional resources with the recognition
that the additional effort and expense may help solve the greater problem
and reduce future cost incurred. All departmental staff members should be
encouraged to cross department organizational lines to work together in
solving problems.
9. Letter versus Spirit of the law: Staff is tasked with enforcing many codes.
It is crucial that staff recognizes the difference between the letter of the law
and the spirit of the law. In enforcement action staff is encouraged to ensure
that the intent and spirit of the code are met in enforcement actions
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undertaken. Staff is encouraged to be creative in problem solving however,
serious violations that pose a significant threat to public safety reduce the
possibility of creative or flexible problem solving and will require more
immediate and traditional problem solving strategies. Staff must understand
that each situation may be very similar and approaches to solving the
situation and abating the problem or violation must be determined on a case
to case basis
Case Prioritization
All complaints received shall be prioritized in one of three categories based on
the seriousness of the complaint. Priority one complaints shall be reviewed and
discussed with the Building Official or Director prior to action. Complaints may
be re categorized, elevated or reduced in priority based on inspections and
documentation.
Priority one: Priority one complaints are the most serious in nature and may
require an immediate response. These situations may pose an immediate
threat or substantial endangerment to the public health and safety. Some
examples of priority one complaints would be:
Severe Property maintenance













Raw sewage
Accessible swimming pools
Exposed live electrical wiring
Natural gas leaks
Habitation without utilities
Theft of utilities
Structures at risk of collapse (Requires building maintenance permit)
Slip, trip and fall hazards
Visual or physical obstructions
Appliances accessible with door unsecured
Illegal dumping of garbage on public or private property, City right-ofways and alleys;
Fire hazards

Summary abatement within 48 hour notice of public nuisance;
Summary abatement must be approved by the Building Official;
Seven (7) day or thirty (30) day formal Notice and Order;
Final Notice and Order and issuance of administrative fines for all violations.

Priority Two: Priority two complaint are serious violations but do not require
immediate response. Some examples of priority two complaints would be:
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Junk and debris, such as old furniture, car parts, appliances or other
visual nuisances;
Public/Private Nuisance behavior
Substandard housing (non-life threatening)
Missing smoke detectors or carbon monoxide alarms
Infestations
Obstruction of a public right-of-way
Water violations or water waste
Failure to comply with “Unsafe to Occupy” or Stop work notices
Inoperable or abandoned vehicles on public streets and private property;
Weed abatement
Construction without permits
Inappropriate land use
Cannabis violations
Zoning Code violations/parking on lawn/Illegal or abandon signs Note:
(Parking on the lawn receives an automatic Administrative fine)
The illegal placement of fences, located in the front yards, street side
yards, along alleys or other public right-of-ways;

Compliance within seven (7) days or thirty (30) days formal Notice and
Order;
Final Notice and Order;
Administrative fines shall be issued for all violations that receive a final
Notice and Order.

Priority three: Priority three complains will be regulatory violations or involve
quality of life situations. While all complaints received are important these
complaints will be dealt with as staff time permits. Some examples of priority
three complaints would be:









Unlicensed contractor(s)
Fence construction /placement
Canopy/shed placement
Chickens/Roosters
Unlicensed vendors
Business without license/Home occupation
Excessive yard sales
RV use as living space

Compliance within thirty (30) days formal Notice and Order;
Final Notice and Order;
Administrative fines shall be issued for all violations that receive a final
Notice and Order.
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III.

Case Management Procedure

1. Receipt of complaint:
2. Complaints will be handled by staff according to the seriousness of the
violation through the prioritization process.

3. The seriousness of the violation is determined on whether the violation

poses an immediate or imminent threat or substantial endangerment to the
public.
a. Complaints can be received in different avenues
 Telephone calls
 Anonymous complaint
 Complaint filed at City Hall
 Letter
 E-mail or website
 City staff generated complaints
b. Confidentiality
 All code enforcement complaints are confidential
It is Code Enforcement policy to maintain the confidentiality of code
enforcement files, computer records, pictures, CD discs, flash drives, or
external hard drives that may hold code enforcement records within the
recognized legal constraints.
It is important to maintain this confidentiality to assure the citizen’s right
to report violations and to ensure their safety. Additionally, confidentially
assists with effective investigation and prosecution of code violations.
Open code enforcement case may be withheld from public disclosure
however, closed case files are subject to the statutes of governing public
records and discovery.

4. Property owner information search
Source of information regarding property owner is Kings County
Assessor’s Information System or other programs as necessary to verify
ownership. Municipal Ordinance 4-1-1 states that the property owner is
responsible to maintain the property.

40

5. Consent/Right of Entry
a. Consent is secured from the property owner and/or tenant to grant
access to the property by sending Notice of Intent to inspect via regular
and/or certified mail.
b. If the City Officials determined a reasonable cause that the property
is in violation, in a condition that is unsafe to occupy, health and safety
issues occur, the Building Official and/or his/her representative may
inspect the property. If the property owner refuses to grant entry, a
search warrant may also be obtained.
If the property owner will not allow access for inspection of the code
violations the Building Official shall prepare inspection warrants. If
warrants are issued the Code Enforcement Officer shall not perform the
inspection without the presence of a Police Officer and the Building
Official.
c. Due diligence will be made to get in touch with the property owner
before inspection.
6. Field inspection/validation of complaint
The purpose:
1. To verify the existence and severity of code violations;
2. To document code violations by means of notes, photographs, witness
interviews etc;
3. To obtain supporting evidence, such as names and statements of
potential witnesses;
4. To verify and notify other departments and outside agencies of potential
violations that are within their authority.
Upon receiving a complaint, Code Enforcement will conduct field
investigation to verify the existence of the violation or complaint; document
the violation by taking photos, interviews, etc.;
If the property is occupied, Code Enforcement will provide information
regarding the procedures; correction of violation and compliance; penalties
or fines associated with the violation; avoid future violation
When possible during the field investigation, Code Enforcement will make
contact and discuss the violations with the property owner, occupant or
other responsible parties and provide information and education regarding:
1. The nature of the code violation(s)
2. Methods of complying with the code(s)
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3. Timelines for compliance
4. Code Enforcement procedures
5. Potential consequences for failure to comply

7. Case entry on the system
a. All complaints or violations, documents , correspondence and notes are
entered into the program
b. Assignment of case number
c. Information includes property owner, type of violation, correction to
violation, date of inspection, follow-up inspection date, photos, cost
recovery fee, lien, notes, etc.
d. Sub-Standard Building printout case folder is also made per case
8. Documentation, notification and photo

a. The Code Enforcement Officer will document all violations through
available code enforcement mechanisms and tools.
b. All notes, email, photos and field forms of every inspection of violation
or witness of violation shall be shall be kept in the official case file.
c. The Code Enforcement Officer shall up load all information to the provide
program and make copies in a green Sub- standard file with typical
labels. All Code Enforcement files may be subject to court proceeding.
The green file should be kept in a complete organize manner as
determined by the Building Official.
d. The Code Enforcement Officer shall prepare a Notice and Order as
provided, and send by both regular and certified mail to all owners of
the property. Types of Notice and Order are as follows;



Notice and Order: Unsafe to Occupy
Notice and Order: Clean, Remove, or Repair a Public Nuisance

If the Building Official determines that a building, structure or property
is “Unsafe to Occupy” (UTO), the UTO post shall be signed and posted
at each door. Only the Building Official can sign an “Unsafe to Occupy”
posting and Notice and Order. Once a building, structure or property
has been posted UTO no one shall occupy or enter the premises
without permission of the Building Official.

42

9. Voluntary compliance or abatement
Property owner is given substantial amount of time, depending on the
severity of violation, to abate or for voluntary compliance. The system will
be updated as a Removed by Owner (RBO), once completed through a reinspection.
10. Administrative citation
Violations of municipal code and city ordinances will result in the issuance
of administrative citations. Each violation can result in separate citation
imposed are as follows:
1st violation 2nd violation 3rd violation -

$ 100.00 in a twelve-month period
$ 200.00 in a twelve-month period
$ 500.00 in a twelve-month period

Cited person has the right to appeal the citation within thirty (30) days of
issuance of an administrative citation. Citation Appeal Process as follows:


A request for citation appeal must be provided within 30 days of the
date of the citation. Citation appeal form must be completed and
submitted to:
Community Development Director
832 Whitley Avenue, Corcoran, CA 93212







Deposit for the total penalty amount as appeared on the citation
notice is required. Payment shall be made to the City of Corcoran.
Upon receipt of completed form and deposit amount, the Community
Development staff will notify you of the date and time of the appeal
hearing.
Appeals for hearing will presided by a Hearing Officer on the third
Wednesday of each month at the City of Corcoran. The person that
was cited must be present, otherwise a letter designating a
representative is required. Failure to appear will result in automatic
dismissal of the appeal and citation will be upheld.
If the appeal is successful or approved, the full penalty amount
placed as deposit will be refunded. The deposit will not be refunded
if the appeal is denied.

11. Cost recovery fee and Title Cloud
In the event that the property owner fails to comply and correct the
violations on the property:
a. City of Corcoran will issue citation and may issue/record a Notice of
Pendency of Action (Title Cloud) to recover costs incurred by the City in
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specific property. Termination of Notice of Pendency of Action will be
released upon compliance or correction of violations and upon receipt of
cost recovery payment. Original copy will be given to the property owner
who is responsible to record the document with Kings County.
12. Field re-inspection
Follow-up inspection of the property in violation is based on the date entered
into the system. Re-inspection schedule report is being generated from the
system three times in a week (Monday, Wednesday and Friday) for followup.
13. Reporting
All violations received are entered and monitored through the Community
Development program.
14. Close case
A case is considered close if violations have been abated, cost recovery
payment has been received and Notice of Pendency of Action is released.
Maintenance or retention of records is based on the City of Corcoran’s
Document Retention Policy.
IV.

Adoption of Standard operating procedures.

The Community Development Director may adopt additional standard operating
procedures to implement Corcoran Code provisions relating to code enforcement
and these policies.
V.

Interpretation
These policies and procedures are to be interpreted to maximize both the efficiency
of code enforcement compliance with Federal, State and City Codes. Nothing in
this policy manual shall be interpreted to require the City to act or to refrain from
acting or to establish a standard of care for City actions.
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ORGANIZATIONAL CHART
COMMUNITY DEVELOPMENT DEPARTMENT
CODE ENFORCEMENT NEIGHBORHOOD PRESERVATION DIVISION

Community Development
Director

Administrative
Assistant

Building Official

Building Inspector/
Code Enforcement Officer
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Housing Division
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City of Corcoran
Policy and Procedure Manual
HOUSING Division
I.

Mission Statement
The City of Corcoran Housing Program, funded by the HOME Investment
Partnerships Program, Community Block Fund Grant, and CalHOME are
designed to expand the supply of decent, safe, sanitary and affordable housing
within the financial means of the people living in the community.
The program is designed to assist family or individual with very low, low and
moderate-income to purchase a home for the first time. The program also helps
to preserve existing housing where possible, correct health and safety hazards
in deteriorated housing and to extend the useful life of existing housing units.
All assistance will be in the form of loans and grants available for first time
home buyer and achieve cost-effective repairs for low-income owner-occupied
households within the city limits.

II.

Scope of Housing
A. Housing Rehabilitation - Assistance with housing repairs and renovations
like roofing, electrical, plumbing, foundation, windows, heating and cooling,
insulation, structural and handicap modifications. The loan program is a no
interest/no monthly loan payments for eligible households.
B. First Time Home Buyer Program – Assistance with qualified individual or
family to own a home for the first time within the City of Corcoran. The
program offers no interest/no monthly loan payments for eligible
households. The City of Corcoran will act as a secondary loan to purchase a
home.
C. Emergency Repair Grant Program - the program is designed to help
those in urgent need of daily necessities that compromises health and
safety, such as problems with water and/or sewer systems, heating and
cooling. These funds are provided as a grant to the qualifying household.
The City of Corcoran in partnership with Self-Help Enterprises (S.H.E.) is a nonprofit organization dedicated to improving the living conditions of low-income
persons. Self-Help Enterprises has been serving the Central Valley since 1965.
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III.

First-Time Home Buyer
The City of Corcoran is referred to as the “Sponsor,” has entered into a contractual
relationship with the California Department of Housing and Community
Development (“HCD”) to administer one or more HCD-funded homebuyer
programs. The homebuyer program is designed to provide assistance to eligible
homebuyers in purchasing homes. The Program provides this assistance in the
form of deferred payment “silent” second priority loans as “Gap” financing toward
the purchase price and closing costs of affordable housing units that will be
occupied by the homebuyers as their primary residence. The Program will be
administered by Self-Help Enterprises as the “Program Operator”.
1. Marketing
All outreach efforts will be done in accordance with state and federal fair lending
regulations to assure nondiscriminatory treatment, outreach and access to the
Program. No person shall, on the grounds of age, ancestry, color, creed, physical
or mental disability or handicap, marital or familial status, medical condition,
national origin, race, religion, gender or sexual orientation be excluded, denied
benefits or subjected to discrimination under the Program. The Sponsor will ensure
that all persons, including those qualified individuals with handicaps, have access
to the Program.
2. Application Process and Selection
a.

Applicants are placed on the list directed to Program Operator.
Each applicant must participate in the Homebuyer Counseling and
Education Program and receive a certificate of completion to be eligible for
the Sponsor’s Homebuyer Program.

b.

The potential homebuyer is advised to interview and compare
lenders to start the pre-qualification process for a primary loan. Potential
homebuyers are advised that funds will be available on a first-come, firstserved basis upon receipt of a complete application package and prequalification letter from the applicant’s primary lender.

c.

The Program Operator will provide an income and asset form,
submission form, and lender cover letter to the potential homebuyer’s
primary lender for completion. In addition to these documents, the primary
lender must submit a complete application package and pre-qualification
letter to the Program Operator on behalf of the applicant. Completed
applications are processed on a first-come, first-served basis. Applications
are deemed complete only if all information is completed, the application is
signed and dated, and a primary lender’s pre-qualification information is
included. Incomplete applications are returned to the primary lender and
will not be date/time stamped until complete.
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d.

Upon receipt of a complete application package, the Program
Operator will confirm Program eligibility of the potential homebuyer. Upon
eligibility confirmation, the Program Operator will send both the potential
homebuyer and primary lender the following documents: pre-qualification
letter, mortgage commitment letter with a list of conditions, Sellers LeadBased Paint (LBP) Disclosure and Notice to Seller. In the event the
potential homebuyer is found to be ineligible, the applicant will receive a
denial letter with an explanation of the reason(s) for denial and the appeal
process.
If the Program Operator encounters material discrepancies and/or
misrepresentations, and/or there are income, asset, household
composition, or other important questions that can't be resolved, the
Sponsor reserves the right to deny assistance to the household. In this
case, the applicant will receive a denial letter with an explanation and may
re-apply after six months have elapsed from the time of written assistance
denial.

e.

The potential homebuyer is given 90 days in order to find a
qualified home. If during the 90-day time frame, the potential homebuyer
is unable to purchase a home, an extension may be given. However, if it
appears the potential homebuyer cannot participate in the Program, the
reservation of funds expires and the next person on the waiting list is given
an opportunity to participate in the Program.

3. Home Purchase Process
Primary lender would analyze a homebuyer’s finances to determine how
much the homebuyer could afford to borrow from the primary lender
towards homeownership.
a.
The housing unit selection process will be conducted by the
homebuyers. Prior to making an offer to purchase an eligible housing unit,
homebuyer shall provide seller with a disclosure. containing the following
provisions:
 Homebuyer has no power of eminent domain and, therefore, will not
acquire the property if negotiations fail to result in an amicable
agreement; and
 Homebuyer’s offer is an estimate of the fair market value of the
housing unit, to be finally determined by a state licensed appraiser;
 The housing unit will be subject to inspection. The housing unit must
comply with local codes at the time of construction and local health
and safety standards.
 All housing units built prior to January 1, 1978 will require a lead paint
disclosure to be signed by both the homebuyer and Seller;
 Since the purchase would be voluntary, the seller would not be
eligible for relocation payments or other relocation assistance;
 The seller understands that the housing unit must be either: currently
owner-occupied, newly constructed, or vacant for three months prior
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b.

to submission of the purchase offer.
If the seller is not provided with a statement of the above six
provisions prior to the purchase offer, the seller may withdraw from
the agreement after this information is provided.

Applicant submits executed standard form, purchase and sale
agreement, and primary lender prequalification letter to Program Operator.
The purchase and sale agreement will be contingent on the household and
housing unit meeting Program eligibility requirements and receiving
Program loan approval. Program Operator verifies applicant eligibility,
housing unit and loan eligibility and amount of assistance to be provided
consistent with these guidelines.
3.3
Program Operator, where Program Operator is not the Sponsor,
submits recommendation to the Sponsor for approval or denial, including
the reasons for the recommendation. Sponsor determines Applicant’s
approval or denial, and instructs Program Operator to notify Applicant.
Program Operator provides written notification to Applicant of approval or
denial with reason and, if denied, a copy of the Program’s appeal
procedures.
3.4
When Primary Lender requirements are met, Program funds are
deposited into escrow, with required closing instructions and loan
documents.
3.5
At the time of escrow closing, the Sponsor shall be named as an
additional loss payee on fire, flood (if required), and extended coverage
insurance for the length of the loan and in an amount sufficient to cover all
encumbrances or full replacement cost of the housing unit. A policy of Title
Insurance naming the Sponsor as insured is also required.

4. Home Buyer Costs
a.

Eligible households must document that they have the funds
necessary for down payment and closing costs as required by the Primary
Lender and the Sponsor. The Program’s down payment requirement
(below) is in place even if the Primary Lender has a lower down payment
requirement.
If the Primary Lender has a higher down payment
requirement, there is no additional down payment requirement required by
the Program.
4.2

Homebuyer funds shall be used in the following order:


Down payment – Homebuyer must contribute a minimum down
payment of one percent (1%) of the purchase price, but may
contribute more, if desired.
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To the extent possible after satisfying 1), above, appraisal fee; cost
of credit report; the loan origination fee; discount points; customary
homebuyer closing costs; homebuyer’s customary portion of the
escrow fees; title insurance; and, the establishment of impound
accounts for property taxes and insurance.
After 1) and 2), above, are satisfied, any balance of homebuyer funds
may be applied either to the purchase price or to reduce the interest
rate of the primary loan as necessary.

4.3 If the items in B.2), above cannot be satisfied with homebuyer funds,
the Sponsor will provide additional Program loan assistance to cover the
remaining balance.
4.4
Sponsor subsidy will reduce the amount of the primary lender’s loan
so that the payments of monthly housing costs are within approximately
25% to 35% of the gross household income. The Program Operator will
determine the level of subsidy and affordability during underwriting of the
Program’s loan to make sure that it conforms to the requirements of the
HCD funding Program. The Sponsor’s subsidy cannot exceed fifty percent
(50%) of the acquisition costs (purchase price plus all closing costs).
4.5 Sponsor’s subsidy cannot exceed the amount of the primary mortgage.
For CDBG ONLY:
The Individual Development Account (IDA) Program is designed to assist
participants in developing a savings pattern and eventually in purchasing a
lasting asset, in the form of funds saved for Homebuyer down payments and
closing costs.








To receive IDA Program approval, each participant must be employed
and receiving “earned income”.
Following approval, Self-Help Enterprises (the “IDA Program Operator”)
will open an account at the IDA approved partner bank.
Enrollment in the IDA Program is considered complete once each
participant completes a mandatory nine (9) hours of Financial Fitness
Education. This includes a two (2) hour session with a banker which
occurs during their first visit to make their initial bank deposit. Each
participant must also complete eight (8) hours of Homebuyer Counseling
and Education within six (6) months of enrollment.
Each participant is required to make a minimum monthly deposit of
twenty-five dollars ($25) into the savings account established by the IDA
Program Operator. The minimum length of participation in the IDA
Program is six (6) months and the participant may not miss more than
three (3) deposits within a twelve (12) month period.
Each participant will receive a 3:1 match up to the first $1,000 of their
savings. There is a maximum of three thousand dollars ($3,000) match
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per participant and six thousand dollars ($6,000) match per household.
The maximum three thousand dollars ($3,000) match funds are made
up of one thousand five hundred dollars ($1,500) in Federal Funds from
California Coalition of Rural Housing (CCRH) and one thousand five
hundred dollars ($1,500) Non-Federal Funds from Sponsor.
Participants will receive quarterly account updates showing the amount
of matching funds earned.
Matching funds, that are not CDBG funds, will remain in the project
reserve account until a property has been located, escrow is opened, and
a withdrawal request has been approved; at which time, funds will be
sent directly to escrow on behalf of the participant.
All match funds must be used to purchase a home. Any unused match
funds will be applied as a principal reduction. If a participant terminates
their IDA involvement prior to purchasing a home, the participant will
only have access to the funds they have deposited. If a participant closes
the savings account established by the IDA Program Operator, IDA
Program involvement will be considered terminated

5. Home Buyer Costs
Buying a home can be one of the most confusing and complicated
transactions anyone can make. Providing the future homebuyer with
informative homebuyer education training, can bring success to the
Sponsor, Program Operator, the Program and most importantly, the
homebuyer. It has been documented that first-time homebuyers that have
had homebuyer education have the ability to handle problems that occur
with homeownership. All Program participants are required to attend a
Sponsor-approved homebuyer education class. The homebuyer education
class will cover such topics as the following: preparing for homeownership;
available financing; credit analysis; loan closing; homeownership
responsibilities; home maintenance; impact of refinancing and loan
servicing. Methods of homebuyer counseling and education may include,
but are not limited to: online education, one-on-one counseling between
homebuyer, counselor and family/individual and/or group workshops and
informational sessions. Tools of instruction may include fliers, brochures,
power point presentations, worksheets.

6. Conflict of Interest requirements Buyer Costs
When the Sponsor’s Program contains Federal funds, the applicable Conflict
of Interest requirements of 24 CFR Sections 570.489 (h) and 570.611, as
well as 18 U.S. Code Section 208 shall be followed for CDBG assistance, and
for CalHome funded programs, the applicable Conflict of Interest
requirements of Public Contract Code sections 10410, 10411, and 10430 (e)
shall be followed.
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For HOME assistance, Section 92.356 of the HOME Final Rule shall be
followed, as follows:
(a) Conflicts prohibited. No persons described in paragraph (b) of this
section who exercises or has exercised any functions or responsibilities with
respect to activities assisted with HOME funds or who are in a position to
participate in a decision making process or gain inside information with
regard to these activities, may obtain a financial interest or benefit from a
HOME-assisted activity, or have a financial interest in any contract,
subcontract or agreement with respect to the HOME-assisted activity, or
the proceeds from such activity, either for themselves or those with whom
they have business or immediate family ties, during their tenure or for one
year thereafter. Immediate family ties include (whether by blood, marriage
or adoption) the spouse, parent (including stepparent), child (including
stepchild), brother, sister (including a stepbrother or stepsister),
grandparent, grandchild and in-laws of a covered person.
(b) Persons covered. The conflict of interest provisions of paragraph (a) of
this section apply to any person who is an employee, agent, consultant,
officer, or elected official or appointed official of the participating
jurisdiction, State recipient, or sub recipient which are receiving HOME
funds.
(c) Exceptions: Threshold requirements. Upon the written request of the
participating jurisdiction to HCD, HUD may grant an exception to the
provisions of paragraph (a) of this section on a case-by-case basis when it
determines that the exception will serve to further the purposes of the HOME
Investment Partnerships Program and the effective and efficient
administration of the participating jurisdiction's program or project. See 24
CFR 92.356(d)(1-6) for details on the documentation needed in order to
submit an exception request to HUD.
A contractor with a vested interest in the property cannot bid on a
rehabilitation project. Such a contractor may act as owner/builder, subject
to standard construction procedures. Owner/builders are reimbursed for
materials purchased which are verified by invoice/receipt and used on the
project. Reimbursement occurs after the installation is verified by the
Program Operator to be part of the scope of work. Owner/builders are not
reimbursed for labor.
7. Non-Discrimination Requirements
The Program will be implemented in ways consistent with the Sponsor’s
commitment to non-discrimination. No person shall be excluded from
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participation in, denied the benefit of, or be subject to discrimination under
any Program or activity funded in whole or in part with State funds on the
basis of his or her religion or religious affiliation, age, race, color, creed,
gender, sexual orientation, marital status, familial status (children), physical
or mental disability, national origin, or ancestry, or other arbitrary cause.

8. Current Income Limits for the Area, By Household Size
All applicants must certify that they meet the household income eligibility
requirements for the applicable HCD Program(s) and have their household
income documented. The income limits in place at the time of loan approval
will apply when determining applicant income eligibility. All applicants must
have incomes at or below 80% of the County’s area median income (AMI),
adjusted for household size, as published by HCD each year.
The link to the official HCD maintained income limits is:
http://www.hcd.ca.gov/grants-funding/income-limits/state-and-federalincome-limits.shtml
Household: Means one or more persons who will occupy a housing unit.
For HOME and CDBG, unborn children count in family size determination.
For CalHome, unborn children are not counted.
Annual Income: Generally, the gross amount of income of all adult
household members that is anticipated to be received during the coming 12month period.
9. Income Qualification Criteria
Projected annual gross income of the applicant household will be used to
determine whether they are above or below the published HCD income
limits. Income qualification criteria, as shown in the most recent HCD
Program-specific
guidance
at
http://www.hcd.ca.gov/grantsfunding/income-limits/income-calculation-and-determination-guide.shtml,
will be followed to independently determine and certify the household’s
annual gross income. The Program Operator should compare this annual
gross income to the income the Primary Lender used when qualifying the
household.
The Primary Lender is usually underwriting to FHA or
conventional guidelines and may not calculate the household income or
assets in the same way as required by the Program. Income will be verified
by reviewing and documenting tax returns, copies of wage receipts, subsidy
checks, bank statements and third-party verification of employment forms
sent to employers. All documentation shall be dated within six months prior
to loan closing and kept in the applicant file and held in strict confidence.
a.

Household Income Definition:
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Household income is the annual gross income of all adult household
members that is projected to be received during the coming 12-month
period, and will be used to determine Program eligibility. Two types of
income that are not considered would be income of minors and live-in aides.
Certain other household members living apart from the household also
require special consideration. The household’s projected ability to pay must
be used, rather than past earnings, when calculating income.
9.2 Assets:
There is no asset limitation for participation in the Program. Income from
assets, however, is recognized as part of annual income under the Part 5
definition. An asset is a cash or non-cash item that can be converted to
cash. The value of necessary items such as furniture and automobiles are
not included. (Note: it is the income earned – e.g. interest on a
savings account – not the asset value, which is counted in annual
income.)
An asset’s cash value is the market value less reasonable expenses required
to convert the asset to cash, including, for example, penalties or fees for
converting financial holdings and costs for selling real property. For HOME
and CDBG, the cash value (rather than the market value) of an item is
counted as an asset. For CalHome, the market value of an item is counted
as an asset.
10.

Definition of an Eligible Homebuyer
For CDBG, an eligible homebuyer means an individual or individuals or an
individual and his or her spouse who meets the income eligibility requirements
and is/are not currently on title to real property. Persons may be on title of a
manufactured home unit, who are planning to sell the unit as part of buying a
home located on real property. Documentation of homebuyer status will be
required for all homebuyers. CDBG-funded Programs may assist eligible
homebuyers who are not “first-time” homebuyers.
HOME and CalHome-funded Programs are required to use the following
definition of an eligible homebuyer, which is a “first-time homebuyer” from
8201(l) Title 25 California Code of Regulations:
“First-time homebuyer” means an individual or individuals or an individual and
his or her spouse who have not owned a home during the three-year period
before the purchase of a home with subsidy assistance, except that the
following individual or individuals may not be excluded from consideration as
a first-time homebuyer under this definition:
1) a displaced homemaker who, while a homemaker, owned a home with his
or her spouse or resided in a home owned by the spouse. A displaced
homemaker is an adult who has not, within the preceding two years,
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worked on a full-time basis as a member of the labor force for a
consecutive twelve-month period and who has been unemployed or
underemployed, experienced difficulty in obtaining or upgrading
employment and worked primarily without remuneration to care for his or
her home and family;
2) a single parent who, while married, owned a home with his or her spouse
or resided in a home owned by the spouse. A single parent is an individual
who is unmarried or legally separated from a spouse and has one or more
minor children for whom the individual has custody or joint custody or is
pregnant; or
3) an individual or individuals who owns or owned, as a principal residence
during the three-year period before the purchase of a home with
assistance, a dwelling unit whose structure is:
 not permanently affixed to a permanent foundation in accordance
with local or state regulations; or
 not in compliance with state, local, or model building codes and
cannot be brought into compliance with such codes for less than the
cost of constructing a permanent structure.
11.

Location and Characteristics
A. Housing units to be purchased must be located within the eligible area.
The eligible area is described as follows: “Within the Corcoran City
limits.”
B. Housing unit types eligible for the Homebuyer Program are new or
previously owned
single-family residences, condominiums, or
manufactured homes in mobile home parks, in common-interest
developments or on a single-family lot and placed on a permanent
foundation system. HOME does not allow manufactured homes unless on
a permanent foundation system.
C. For HOME-funded Programs, housing unit size shall be sufficient to meet
the needs of the homebuyer household, without overcrowding. In
addition, in-ground pools may not be eligible if the cost of pool
maintenance and operation (utilities) causes the housing ratio to exceed
35%.”
Exceptions for these reasons must be approved by the Loan Review
Committee and must be documented for monitoring purposes.
D. All housing units must be in compliance with State and local codes and
ordinances.
E. Housing units located within a 100-year flood zone will be required to
provide proof of flood insurance with an endorsement naming the Sponsor
as loss payee in order to close escrow.

59

12.

Conditions
A. Construction Inspection and Determining Need for Repairs.
Once the participating homebuyer has executed a purchase agreement
for a housing unit, and prior to a commitment of Program funds, the
following steps must be taken for the housing unit to be eligible for
purchase under the Program:
1) The Program Operator, a certified housing inspector, or a Sponsor
representative will walk through the housing unit, determine if it is
structurally sound, and identify any code related and health and safety
deficiencies that need to be corrected. A list of code related repair
items will be given to the homebuyers and their Realtor to be
negotiated with the seller.
If there are one or more health and safety deficiencies, and/or
violations of applicable building codes noted in the written report, the
Sponsor will approve the subsidy only if:
a.
b.

Repair prior to close of escrow. The buyer and seller agree to
make necessary repairs to the dwelling unit prior to transfer of
property ownership at their own expense; or,
HOME acquisition and rehabilitation loan. If HOME funds are
available, the buyer may use some of the Sponsor’s First-Time
Homebuyer loan and other funds to make necessary and other
repairs, up to a maximum of 100% combined loan-to-value,
unless up to 105% based on the purchase transaction. All health
and safety hazards and code violations must be addressed under
this option. Examples of allowable expenses include, but are not
limited to: foundation repair, electrical repair or rewiring,
plumbing or sewer repair, roof repair or replacement, heating and
cooling system installation or repair, water damage repair, and
repair of structurally-significant damaged wood. Weatherization,
energy-related
improvements,
and
General
Property
Improvements
are
allowable,
but
General
Property
Improvements are limited to a maximum of 15% of the overall
rehabilitation cost. Buyers should note that the use of any
Program funds for rehabilitation on a home built before 1978 may
incur additional lead-based paint testing. Hiring of a contractor
and completion of repairs will be conducted in accordance with
the section entitled “Acquisition with Rehabilitation Process”
below.

2) New homes must comply with current local health and safety
standards and all applicable federal, state, and local building codes as
evidenced by a building permit finalized by the City Building Division.
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3) When the Sponsor’s Program utilizes Federal funds and if the housing
unit was constructed prior to 1978 then the lead-based paint
requirements of Section 3.2.C. will apply.
4) A clear pest inspection report will be required for each housing unit.
Smoke detectors will be installed if there are none in place. The
Program Operator will encourage each homebuyer to secure a
homeowner’s warranty policy as part of the purchase of a resale
housing unit.
5) With the exception of 1) ii. above, upon completion of all work required
by the Program Operator, Sponsor, appraiser, pest inspector and/or
certified housing inspector, a final inspection will be conducted prior
to close of escrow. The inspector will sign off on all required
construction work assuring that each housing unit receiving Program
assistance is in compliance with local codes and health and safety
requirements at the time of purchase and prior to occupancy.

B. Per Section 8208 of the State HOME regulations, no additional HOME
assistance, including rehabilitation funds, may be provided during the period
starting one year following the filing of the Project Completion Report through
the end of the Affordability Period. Note – This does not apply to CDBG and
CalHome assistance.

The HOME Affordability Period is as follows (amount does not include Activity
Delivery Costs paid to the State Recipient by HCD):
Amount of
Assistance

HOME Period of Affordability in Years

Under $15,000

5 years

$15,000 to $40,000

10 years

Over $40,000

15 years

C. Lead-Based Paint Hazards: All housing units built prior to 1978 for which
HOME or CDBG funding is anticipated are subject to the requirements of this
section 3.2.C. Such homes must undergo a visual assessment by a person
who has taken HUD’s online Visual Assessment course. Deteriorated paint
must be stabilized using work safe methods. Clearance must be obtained
after paint stabilization by a DHS certified LBP Risk Assessor/Inspector. HOME
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and CDBG general administrative and activity delivery funds may be used to
pay for lead-based paint visual assessments, and if lead mitigation and
clearance costs are incurred, these Programs may incorporate the costs into
the calculation of Program assistance.
The following requirements must be met:
1) Notification: a) Prior to homebuyer’s obligation to purchase a pre-1978
home, the Buyer will be given the most recent copy of and asked to read
the EPA pamphlet “Protect Your Family From Lead in Your Home”. (EPA 747K-94-001). A signed receipt of the pamphlet will be kept in the Sponsor’s
homebuyer file; b) A notice to residents is required following a risk
assessment/inspection using form DHS 8552, which is provided by the DHScertified Risk Assessor/Inspector; c) a notice to residents is required
following lead-based paint mitigation work using Visual Assessment and
Lead-based Paint Notice of Presumption and Hazard Reduction form, LBP –
1 (Attachment H).
2) Disclosure: Prior to the homebuyer’s obligation to purchase a pre-1978
housing unit, the HUD disclosure (Attachment E), “Seller’s Lead-based Paint
Disclosure” notice must be provided by the seller to the homebuyer.
3) Inspections: The Inspector shall conduct a “Visual Assessment” of all the
dwelling unit’s painted surfaces in order to identify deteriorated paint. All
deteriorated paint will be stabilized in accordance with CFR 35.1330 (a) and
(b); and a Clearance shall be made in accordance with CFR 35.1340.
4) Mitigation: If stabilization is required, the contractor performing the
mitigation work must use appropriately trained workers. Prior to the
contractor starting mitigation work the Program Operator shall obtain copies
of the contractor’s and workers’ appropriate proof of LBP training, as
applicable to the project in order to assure that only qualified contractors
and workers are allowed to perform the mitigation.
D. The Program Operator will: 1) confirm that the housing unit is within the
eligible area, 2) will review each proposed housing unit to ensure that it meets
all eligibility criteria before funding, and 3) ensure a completed Lead
Compliance Document Checklist is placed in each purchaser’s file (See
Attachment I).

13.

Acquisition with Rehabilitation process (For HOME Funded)

As noted above, when HOME funding is available for First-Time Homebuyer
assistance, funds (from all sources) may be used to bring the unit into compliance
with health and safety standards, and/or to correct code violations. If such repairs
are required, a portion of this money may be used to make accessibility
modifications for a household member with a disability. Weatherization, energy62

related improvements and General Property Improvements are allowable, but
General Property Improvements are limited under the HOME Program to a
maximum of 15% of the overall rehabilitation cost.
IMPORTANT: No later than six (6) months following close of escrow, repairs to the
housing unit must address ALL health and safety and code issues, to be in
compliance with HOME regulations; otherwise, the loan becomes due and payable.
If a portion of the Program loan is used for acquisition with rehabilitation, the
following process will be followed:
A. The buyer will be responsible for obtaining three (3) bids from qualified licensed
contractors. The Sponsor’s Program Operator has a list of qualified contractors,
or the applicant may solicit bids from other licensed contractors if they meet
the standards described below.
B. Any funds used for rehabilitation on homes built prior to 1978 will require
testing for lead based paint. If the total rehabilitation funds are equal to or less
than $5,000, all surfaces disturbed during rehabilitation and lead hazard
reduction must be repaired using safe work practices. If total rehabilitation is
between $5,000 and $10,000, lead based paint must either be presumed to be
present or testing and risk assessment are required. Lead hazard reduction
activities must be conducted using safe work practices. The Sponsor will
provide a grant to cover all expenses incurred as a result of lead-based paint
as noted in the section entitled Lead Based Paint Hazards above.
C. Contractors must hold a current and valid State of California General
Contractor’s license if the work consists of correction of health and safety issues
or code violations. For accessibility modifications, the Sponsor may exercise
discretion regarding contractors’ requirements. The contractor may not be on
the State or Federal debarred contractor lists. The contractor must have
current and valid general liability and workmen’s compensation insurance if
applicable. The contractor must provide a one-year warranty for the work per
State regulations.
D. The buyer will review the bids with the Program Operator and the Sponsor to
ensure that the scope of work will correct any deficiencies, that it only includes
allowable expenses and that the bids are reasonable, competitive and
complete.
E. The applicant will select a contractor from one of the Sponsor’s/Program
Operator’s approved bids. All bidding contractors will be notified of the status
of their proposals.
F. The applicant will enter into a contract with the contractor selected (see
Attachment J).
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G. The contractor will be responsible for securing all required permits for the scope
of work.
H. Work may not commence until the close of the acquisition loan.
I. As work progresses, the contractor shall provide the buyer with a completed
Payment and Construction Approval form (Attachment K) to request progress
payments as outlined in the contract terms. The form must be signed by the
contractor, the buyer, and the Program Operator before a payment may be
issued to the contractor.
J. Final payment of a 10% retention will be released to contractor once the
contractor submits the following to the Program Operator: (1) lien releases
from any subcontractors, material suppliers, and laborers; (2) final or signed
off Building Inspection card for contracted work (if applicable); and (3) Notice
of Completion.

14.

ANTI-DISPLACEMENT POLICY AND RELOCATION ASSISTANCE

Eligible homes will be those that are currently owner-occupied or have been vacant
for three months prior to the acceptance of a contract to purchase. A unit is
ineligible if its purchase would result in the displacement of a tenant. It is not
anticipated that the implementation of the Program will result in the displacement
of any persons, households, or families. However, if tenant-occupied homes are
included in the Program and relocation becomes necessary, the activity will be
carried out in compliance with Sponsor’s relocation plan, which describes how
those permanently displaced will be relocated and paid benefits in accordance with
the following Federal laws.
A. Uniform Relocation Assistance (URA) and Real Property Acquisition
Policies Act of 1970
The federal URA and Real Property Acquisition Policies, as amended by the URA
Amendments of 1987, contains requirements for carrying out real property
acquisition or the displacement of a person, regardless of income status, for a
project or Program for which HUD financial assistance (including CDBG and
HOME) is provided. Requirements governing real property acquisition are
described in Chapter VIII. The implementing regulations, 49 CFR Part 24,
require developers and owners to take certain steps in regard to tenants of
housing to be acquired, rehabbed or demolished, including tenants who will not
be relocated even temporarily.
B. Section104(d) of the Housing and Community Development Act of 1974
Section 104(d) requires each contractor (CHDO or State Recipient), as a condition
of receiving assistance under HOME or CDBG, to certify that it is following a
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residential anti-displacement plan and relocation assistance plan. Section
104(d) also requires relocation benefits to be provided to low-income persons
who are physically displaced or economically displaced as the result of a HOME
or CDBG assisted project, and requires the replacement of low-income housing,
which is demolished or converted. The implementing regulations for Section
104(d) can be found in 24 CFR Part 570(a).
15.

PROPER NOTIFICATION AND DISCLOSURES

A. Upon selection of a housing unit, a qualified seller and homebuyer will be given
the necessary disclosures for the Program. The homebuyer must have read
and signed all Program disclosure forms. Any and all property disclosures must
be reviewed and signed by the homebuyer and seller.
B. All owners who wish to sell their housing units must receive an acquisition
notice (Attachment F) prior to submission of the homebuyer’s original offer.
This notice will be included in the contract and must be signed by all owners on
title. The disclosure must contain the items listed in 1.3.B. (required for
federally-funded Programs).
16.

PURCHASE PRICE LIMITS

The purchase price limits and appraised post-rehabilitation value for this Program
shall not exceed the Maximum HOME Program Purchase Price/After-Rehab Value
Limit for Sponsor’s County as updated by HCD or HUD.
Note: For HOME- and CalHome-funded Programs the home purchase price of
owner-occupied and homebuyer properties must be limited as follows: For
CalHome-funded Programs, the maximum allowable sales price or the maximum
after-rehab value of a home shall be set at 100% of the current median sales price
of a single family home in the county in which the CalHome Program is located;
for HOME-funded loans the value (with or without rehabilitation) cannot exceed
95 percent of the area median purchase price as established by HCD and HUD.
17.

THE PRIMARY LOAN

Prior to obtaining a loan from the Sponsor, a homebuyer must provide evidence of
financing for the maximum amount the Primary Lender is willing to loan (the
“primary loan”).
18.

QUALIFYING RATIOS

The front-end (housing) debt-to-income ratio shall be between 25% and 35% and
is the percentage of a borrower’s gross monthly income (before deductions) that
would cover the cost of the loan principal and interest payment, property taxes,
property insurance, mortgage insurance, and HOA dues, if any.
The back-end (total) debt-to-income ratio shall be between 25% and 42% and is
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the percentage of a borrower’s gross monthly income that would cover the cost of
housing as described in the paragraph above, plus any other monthly debt
payments like car or personal loans and credit card debt, as well as child support
and alimony payments. Note: Qualifying ratio guidelines can be somewhat
flexible depending on the loan-to-value ratios. The higher the LTV, the more
conservative the ratios should be. A qualifying ratio higher than the guidelines
may be acceptable if there are compensating factors. Some examples of
compensating factors are: 1) the prospective homebuyer has successfully
demonstrated that over a minimum 12-month period the ability to pay housing
costs equal to or greater than the proposed monthly housing costs for the home
to be purchased; 2) the prospective homebuyer is a limited user of credit and they
show a history of being able to save money; 3) there will be no more than a 5%
increase in the prospective homebuyer’s housing expense. These exceptions will
be approved by the Sponsor’s loan committee and documented for the file.

19.

INTEREST RATE

The primary loan must have a fixed interest rate that does not exceed the current
market rate, as established by an index identified in the most recent NOFA. No
temporary interest rate buy-downs are permitted.
20.

LOAN TYPE AND TERM

The primary loan shall be fully amortized and have a term “all due and payable” in
no fewer than 30 years. There shall not be a balloon payment due before the
maturity date of the Program loan.

21.

IMPOUND ACCOUNT

All households will be required to have impound accounts for the payment of taxes
and insurance to ensure they remain current.

22.

THE PROGRAM LOAN

A. MAXIMUM AMOUNT OF PROGRAM ASSISTANCE
The amount of Program assistance to a homebuyer toward purchase of a home
shall not exceed more than $60,000, regardless of the source of funds. For HOME
and CDBG, the amount of Program assistance to a homebuyer toward purchase of
a home shall not exceed the maximum HOME subsidy limit for Sponsor’s County
per bedroom per the HCD website at http://www.hcd.ca.gov/grantsfunding/income-limits/state-and-federal-income-limits.shtml#cdbg and shall
never exceed the amount of the primary mortgage. See Attachment C.
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Any approved “grant” amount for lead-based paint evaluation and reduction
activities or for relocation assistance (for HOME-funded projects only), as well as
activity delivery, shall be included in this amount, but will not be a part of the loan.
For Programs funded with CalHome funds, the maximum assistance to a
homebuyer toward purchase of a home will not exceed $60,000, which includes
activity delivery.
B. NON-RECURRING CLOSING COSTS
Non-recurring costs such as credit report, escrow, closing and recording fees, title
report and title insurance, title updates and/or related costs may be included in
the Program loan.
C. AFFORDABILITY PARAMETERS FOR HOMEBUYERS
The actual amount of a buyer’s Program subsidy shall be computed according to
the housing ratio parameters specified in Section 5.1. Each borrower shall receive
only the subsidy needed to allow them to become homeowners (“the Gap”) while
keeping their housing costs affordable. The Program Operator will use the “frontend ratio” of housing-expense-to-income to determine if the amount of the
proposed primary loan is acceptable and, ultimately, the Program subsidy amount
required, bridging the gap between the acquisition cost (purchase price plus nonrecurring closing costs) less down payment, and the amount of the primary loan.
D. RATE AND TERMS FOR PROGRAM LOAN
All Program assistance to individual households shall be made in the form of
deferred payment (interest and principal) loan (DPL).
For HOME and CDBG, the Program loan’s term shall be for as long as the primary
loan, plus 15 years. For CalHome, the Program loan’s term shall be for 30 years.
The interest rate shall be 0% simple interest. All Program loan payments shall be
deferred because the borrowers will have their repayment ability fully utilized
under the primary loan. Loan principal shall not be forgiven (foreclosure is a
forced sale; nothing is voluntarily forgiven). The loan period cannot be extended
except for loans that are resubordinated when a rate and term refinance is
approved, per Attachment D.
Note – If it is determined by the Sponsor that repayment of a CalHome
Program loan at the maturity date causes a hardship to the homeowner,
the Sponsor may opt the following:
1. Amend the note and deed of trust to defer repayment of the amount due at
maturity, that is balance of the original principal plus the accrued interest, for
up to an additional 30 years (at 0% additional interest). This may be offered
one time, or;
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2. Convert the debt at loan maturity; that is the balance of the original principal
plus any accrued interest, to an amortized loan, repayable in 15 years at 0%
additional interest.
E. COMBINED LOAN-TO-VALUE RATIO
For CalHome, the loan-to-value ratio for a Program loan, when combined with all
other indebtedness to be secured by the property, shall not exceed 100 percent of
the sales price, plus a maximum of up to 5 percent of the sales price, to cover
actual, non-recurring closing costs.
For HOME and CDBG, the loan-to-value ratio for a Program loan, when combined
with all other indebtedness to be secured by the property, shall not exceed 100
percent of the appraised value of the property, plus a maximum of up to 5 percent
of the sales price, to cover actual, non-recurring closing costs.

23.

PROGRAM LOAN REPAYMENT

1. PAYMENTS ARE VOLUNTARY
Borrowers may begin making voluntary payments at any time, without penalty.
2. RECEIVING LOAN PAYMENTS
A. Program loan payments will be made to:
City of Corcoran
832 Whitley Avenue
Corcoran, CA 93212
B. The Sponsor will be the receiver of loan payments or recaptured funds and will
maintain a financial record-keeping system to record payments and file
statements on payment status. Payments shall be deposited and accounted
for in the Sponsor’s Program Income Account, as required by HCD Programs.
The Program lender will accept loan payments from borrowers prepaying
deferred loans, and from borrowers making payments in full upon sale or
transfer of the property. All loan payments are payable to the Sponsor. The
Sponsor may at its discretion, enter into an agreement with a third party to
collect and distribute payments and/or complete all loan servicing aspects of
the Program.

68

3. DUE UPON SALE OR TRANSFER
In the event that an owner sells, transfers title, or discontinues residency in the
purchased property for any reason, the principal balance of the DPL is due and
payable, except:
A. For CalHome, loans are not assumable. The following transfers of interest shall
not require the repayment of the CalHome Program loan:
1) transfer to a surviving joint tenant by devise, descent, or operation of law
on the death of a joint tenant;
2) a transfer, in which the transferee is a person who occupies or will occupy
the property, which is:
a.

a transfer where the spouse becomes an owner of the property;

b.

a transfer resulting from a decree of dissolution of marriage, legal
separation agreement, or from an incidental property settlement
agreement by which the spouse becomes an owner of the property; or

c.

a transfer into an inter vivos trust in which the borrower is and remains
the beneficiary and occupant of the property.

B. For HOME and CDBG, if the owner of the property dies, and the heir to the
property meets income requirements, the First-Time Homebuyer definition, and
intends to occupy the home as a principal residence, the heir may be permitted,
upon approval of the Sponsor, to assume the loan at the rate and terms the
heir qualifies for under the current participation guidelines. If the property
owner dies and the heir does not meet eligibility requirements, the loan is due
and payable.

C. If an owner wants to convert the property to a rental unit, or any commercial
or non-residential use, the loan is due and payable.

D. The loan will be in default if the borrower fails to maintain required fire or flood
insurance or fails to pay property taxes. See Attachment D on loan defaults for
further information on property restrictions.
4. LOAN SERVICING POLICIES AND PROCEDURES
See Attachment D for local loan servicing policies and procedures. While the
attached policy outlines a system that can accommodate a crisis that restricts
borrower repayment ability, it should in no way be misunderstood: The loan must
be repaid. All legal means to ensure the repayment of a delinquent loan as outlined
in the Loan Servicing Policies and Procedures will be pursued.
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5. LOAN MONITORING PROCEDURES
Sponsor or their designated Loan Servicing Agent will annually monitor and certify
in the loan file that the Borrower and their housing unit are adhering to Program
requirements including, but not limited to, the following:
A. Owner-occupancy
B. Property tax payment
C. Hazard insurance coverage
D. Good standing on Primary loans
E. General upkeep of housing units

6. PROGRAM LOAN PROCESSING AND APPROVAL
A. Loan Processing
All homebuyers or their representatives will be sent out an eligibility packet with
all the necessary forms, disclosures, information, and application. They should
submit a complete application packet with all the Sponsor’s Program loan
documents executed as well as all the information from the Primary Lender. The
Primary Lender should submit: 1) accepted property sales contract with proper
seller notification; 2) mortgage application with good faith estimates and first
mortgage disclosures; 3) full mortgage credit report and rent verification; 4)
current third party income verifications and verifications of assets; 5)
homeownership education certificate, if applicable; and 6) signed underwriting
transmittal summary and final signed loan application, both from primary lender.
Staff will work with local lenders to ensure qualified participants receive only the
benefit from the Sponsor’s Program needed to purchase the housing unit and that
leveraged funds will be used when possible.
B. Creditworthiness
Qualifying ratios are only a rough guideline in determining a potential borrower’s
creditworthiness. Many factors such as excellent or poor credit history, amount of
down payment, and size of loan will influence the decision to approve or disapprove
a particular loan. The borrower’s credit history will be reviewed by the Sponsor
and documentation of such maintained in the loan file. The Sponsor may elect to
obtain a credit report or rely on a current copy obtained by the primary lender.
C. Documents from Primary Lender
After initial review of the qualified homebuyer's application packet, the Program
Operator will request any additional documents needed. Documents may be faxed,
but originals shall be received through the mail before Program funds are
committed to escrow. Based on receipt and review of the final documents, the
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Program Operator will do an income certification (using most recent HCD
Program’s guidance on income calculation and determination), and homebuyer
certification (review of credit report and income taxes). Documentation of
affordability will then be verified and subsidy requirement determined.
D. Disclosure of Program and Loan Information to Homebuyers
The Program’s application and disclosure forms will contain a summary of the loan
qualifications of the borrower with and without Program assistance. Housing ratios
with and without Program assistance are also outlined in these guidelines.
Information on the Program’s application will be documented with third party
verifications in the file. For example, the sales contract will provide the final
purchase price and outline how much of the closing costs are to be paid by the
seller, etc. The appraisal, termite and title report will provide information to
substantiate the information in the sales contract and guide the construction
inspection. The Program loan application will provide current debt and housing
information and will be documented by the credit report and income/asset
verifications. The Primary Lender’s approval letter and estimated closing cost
statement should reflect all the information in the loan package and show any
contingencies of loan funding. Reviewing the Primary Lender’s loan underwriting
documentation will provide basic information about the qualification of the
applicant and substantiate the affordability provided by the Program loan. By
reviewing and crosschecking all the Primary Lender information, the final Program
loan amount approved will fall within the affordability parameters of the Program.
7. COMPLETION OF UNDERWRITING AND APPROVAL OF PROGRAM LOAN
Once the loan approval package has been completed the Program Operator will
submit it to the Sponsor for approval. Sponsor will review the request and may
approve it with or without conditions. Upon approval, a final closing date for
escrow is set and Program funds are accessed for the homebuyer.
8. PRIMARY AND PROGRAM LOAN DOCUMENT SIGNING
The homebuyer(s) sign promissory notes, loan agreements, deeds of trust, and
statutory lending notices (Truth In Lending (TIL), etc.); the Deeds of Trust are
recorded with the County Clerk/Recorder at the same time, and the request(s) for
copy of Notice of Default are also recorded with the County Clerk/Recorder.
9. ESCROW PROCEDURES
The escrow/title company shall review the escrow instruction provided by the
Program lender and shall issue a California Land Title Association (CLTA) and the
American Land Title Association (ALTA) after closing. The CLTA policy is issued to
the homebuyer and protects them against failure of title based on public records
and against such unrecorded risks as forgery of a deed. The ALTA is issued to
each lender providing additional coverage for the physical aspects of the property
as well as the homebuyer’s title failure. These aspects include anything which can
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be determined by only physical inspection, such as correct survey lines;
encroachments; mechanics liens; mining claims and water rights. The Program
lender instructs the escrow/title company in the escrow instructions as to what
may show on the policy; the amount of insurance on the policy (all liens should be
covered) and the loss payee (each lender should be listed as a loss payee and
receive an original ALTA).

10.

SUBORDINATE FINANCING

With today’s high costs, in order for a low-income household to obtain a home,
several funding sources might be required. Subordinate loans may be used to
cover mortgage subsidy costs that exceed the Program maximum loan amount.
All subordinate liens must have the payments deferred and the term must be for
at least as long as the term of the Program loan.

24.

EXCEPTIONS AND SPECIAL CIRCUMSTANCES
The Sponsor may make amendments to these Participation Guidelines. Any
changes shall be made in accordance with regulations and approved by the
Sponsor’s Loan Committee and/or governing body. Changes shall then be sent to
HCD for approval.
Definition of Exception
Any case to which a standard policy or procedure, as stated in the guidelines, does
not apply or an applicant treated differently from others of the same class would
be an exception.

25.

PROCEDURES FOR EXCEPTIONAL CIRCUMSTANCES
a. The Sponsor or its agent may initiate consideration of an exception and prepare
a report. This report shall contain a narrative, including the Sponsor's
recommended course of action and any written or verbal information supplied
by the applicant.
b. The Sponsor shall make a determination of the exception based on the
recommendation of the Program Operator. The request can be presented to
the Sponsor’s loan committee and/or governing body for a decision.

26.

DISPUTE RESOLUTION AND APPEALS PROCEDURE
Any applicant denied assistance from the Program has the right to appeal.
Complaints concerning the Program should be made to the Program Operator first.
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If unresolved in this manner, the complaint or appeal must be made in writing and
filed with the Sponsor. The Sponsor will then schedule a meeting with the Loan
Review Committee. Their written response will be made within thirty (30) working
days. If the applicant is not satisfied with the Committee's decision, a request for
an appeal may be filed with the Sponsor’s governing body. Final appeal must be
filed in writing with HCD within one year after denial.

IV.

OWNER-OCCUPIED HOUSING REHABILITATION PROGRAM
The above-named entity, hereinafter referred to as the “Sponsor”, has entered
into a contractual relationship with the California Department of Housing and
Community Development (“HCD”) to administer one or more HCD-funded housing
rehabilitation Programs.
The rehabilitation Program described herein and
hereinafter referred to as the “Program” is designed to provide assistance to
eligible homeowners for correction of health and safety items, as well as code
violations, located within the Program’s eligible area, as described in Section 3.0.
The Program provides this assistance in the form of deferred payment loans used
to finance the cost of necessary repairs that will provide the homeowner with a
healthy, safe, sanitary and code compliant home, referred to herein as “housing
unit”. The Program will be administered by Self-Help Enterprises, hereinafter
referred to as the “Program Operator”.

1. PROGRAM OUTREACH AND MARKETING
All outreach efforts will be done in accordance with state and federal fair lending
regulations to assure nondiscriminatory treatment, outreach and access to the
Program. No person shall, on the grounds of age, ancestry, color, creed, physical
or mental disability or handicap, marital or familial status, medical condition,
national origin, race, religion, gender or sexual orientation, be excluded, denied
benefits or subjected to discrimination under the Program. The Sponsor will ensure
that all persons, including those qualified individuals with handicaps have access
to the Program.

A. The Fair Housing Lender logo and Accessibility logo will be placed on all
outreach materials. Fair housing marketing actions will be based upon a
characteristic analysis comparison (census data may be used) of the Program’s
eligible area compared to the ethnicity of the population served by the Program
(includes, separately, all applications given out and those receiving assistance)
and an explanation of any underserved segments of the population. This
information is used to show that protected classes (age, gender, ethnicity, race,
and disability) are not being excluded from the Program. A Fair Housing
Marketing Plan can be found as Attachment D. Flyers or other outreach
materials, in English and any other language that is the primary language of a
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significant portion of the area residents, will be widely distributed in the
Program-eligible area and will be provided to any local social service agencies.
The Program may sponsor homeownership education classes to help educate
homeowners about credit, budgeting, predatory lending, foreclosure prevention
and home maintenance, as well as future responsibilities.

B. Section 504 of the Rehabilitation Act of 1973 prohibits the exclusion of an
otherwise qualified individual, solely by reason of disability, from participation
under any Program receiving Federal funds. The Program Sponsor will take
appropriate steps to ensure effective communication with disabled housing
applicants, residents and members of the public.
2. APPLICATION PROCESS AND SELECTION
A. Waiting List/Homeowner Contact
The Sponsor will utilize a waiting list. In response to a homeowner’s request,
the homeowner is placed on the waiting list. Homeowners are offered the
opportunity to qualify for assistance by waiting list priority (a first-come, first
served basis). For CDBG, a separate waiting list will be kept for homeowners
in need of assistance related to a domestic water well only. Assistance will be
provided to eligible homeowners on a first-come, first served basis.
Homeowners who need housing rehabilitation assistance in addition to
assistance related to a domestic water well will be placed on both lists. Each
applicant must participate in Homeowner Coaching and Basic Home
Maintenance Education (also known as post-purchase counseling and
education) and receive a certificate of completion to be eligible for the
Sponsor’s Housing Rehabilitation Program. Coaching sessions will include
budget review and development, while the hands-on class will cover general
homeowner pitfalls, homeowner responsibilities, and general maintenance.
The Program Operator will contact homeowners by mail and/or by telephone to
advise them of funding availability. The homeowner has 30 days to complete
and return the loan application and supporting documentation. Should a
homeowner fail to respond to the initial contact for assistance or to provide any
of the required documentation within the 30-day period, the homeowner’s
name will be removed from the waiting list. If the homeowner desires
assistance at a later time, he/she will be placed on the waiting list at that time.
Should the waiting list be exhausted, the Program will be marketed in
accordance with the Sponsor’s Marketing Plan. See Attachment D.
B. Application/Interview
An application packet is provided to the homeowner for completion and
submittal to the Program Operator, along with supporting documentation. An
interview is scheduled with the applicant. The Program is fully explained;
application forms and documentation are reviewed. Verifications are obtained
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for income, assets, employment, benefits, and mortgage.
property values are also obtained.

Title report and

If the Program Operator encounters material discrepancies and/or
misrepresentations, and/or there are income, asset, household composition, or
other important questions that can't be resolved, the Sponsor reserves the right
to deny assistance to the household. In this case, the applicant may re-apply
after six months have elapsed from the time of written assistance denial.
C. Household Selection
Households selected for participation in the Sponsor’s Housing Rehabilitation
Program are those determined eligible upon completion of processes described
in A. and B. above.
D. Initial Inspection/Work Write-Up/Estimate
Prospective units are inspected by the Program Operator, a certified housing
inspector, or a Sponsor representative to determine eligibility and acceptability
of properties for participation in the Program.
If the home is a pre-1978 unit, the initial inspection will also include paint
testing by a certified Lead-Based Paint (LBP) inspector/assessor or presumption
of LBP. Code deficiencies will be corrected and if presumption is used or lead
hazards are found they will be properly treated according to HUD regulations
(Section 6.1.E & F) and cleared by a certified LBP inspector/assessor. Note:
CalHome-funded projects do not require LBP compliance.
CDBG
projects needing guidance shall refer to Chapter 20 of the CDBG Grant
Management Manual, Lead-Based Paint Requirements.
Measurements and observations are noted about the property, including special
conditions with potential cost consequences (dilapidated outbuildings, absence
of curb and gutter when required by code, etc.). A floor plan and site plan, as
needed, are drawn for the home and property, including all appurtenances.
Note: HOME funds cannot be used for curb and gutter if the curb and
gutter are outside the Borrower’s property line.
Findings are noted on an inspection form, and later used by the Program
Operator to prepare the work write-up. Estimated costs are determined by the
Program Operator who has years of experience in the building industry, and in
reviewing contractor bids and verifying cost with materials suppliers. The
homeowner reviews the completed work write-up and cost estimate, and the
approved write-up is incorporated into bid documents.
E. Bid Solicitation
A bid walk-through date and time are scheduled. The homeowner may choose
to solicit his/her own bids or request that the Program Operator solicit bids on
his/her behalf. In an effort to obtain three reasonable bids, invitations to bid
are sent to eligible contractors located in the Sponsor’s County and selected by
the homeowner from the Active Contractor List provided by the Program
Operator. Homeowners are required to select a minimum of six contractors
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from the Active Contractor List and may add to the list as long as the contractor
meets the requirements outlined in the Housing Rehabilitation/Reconstruction
Program Contractor Guidelines and Information Sheet (see Attachment K).
Contractors will be notified via telephone and/or in writing (email, fax, etc.) at
least one week prior to each bid tour. Bid results will be provided to
participating contractors.
Contractors must be licensed and bonded by the State of California Contractors
Licensing Board. Contractors must also provide Program Operator with
evidence of Workers’ Compensation Insurance and Comprehensive General
Liability and Property Damage Insurance with Combined Single Limits of at least
$1,000,000.
Recruitment for eligible contractors is done on an ongoing basis, via local
advertising, website notification, and program marketing. It is the goal of the
Program Operator to maintain an Active Contractor List of eligible, interested
contractors located in the Sponsor’s County. Applications are available for
those seeking to participate by calling the Program Operator or visiting the
Program Operator’s website. The Program Operator will send notices to
contractors on the Active Contractor List annually, which will request each
contractor contact the Program Operator to confirm his or her interest in
remaining on the Active Contractor List. Contractors who do not respond will
be moved to the Inactive Contractor List.
Cost reasonableness is determined by comparing the bids received with the
cost estimate prepared by the Program Operator. Bids should be within 10%
of the Program Operator’s cost estimate, otherwise an explanation must be
provided to the file for any bid selected exceeding 10% of the estimate. The
homeowner is encouraged to accept the lowest reasonable bid.
The Program Operator determines eligibility of the contractor by contacting the
State Contractors License Board and checking the Federal List of Debarred
Contractors. The contractor is also required to provide a self-certification
stating that he/she is not on the Federal debarred list. Once determined
eligible, the contractor is then notified of provisional award of bid (pending loan
approval). Notices of non-award are mailed to participating contractors.
F. Pre-Construction Conference
A pre-construction conference is scheduled with homeowner, contractor, and
Program Operator. The Program Operator reviews the Owner-Contractor
Construction Contract, including the work write-up, anticipated start date, pay
schedule, and anticipated date of completion, with the homeowner and
contractor.
G. Loan Request/Approval
A report and loan request are prepared on behalf of the homeowner by the
Program Operator. The loan request includes the cost of construction, a
contingency fund, and other project costs (listed in Section 6.3.). Note – For
HOME and CDBG, the project costs listed in Section 6.3 are considered activity
delivery costs to be paid by the Sponsor and may not be charged to the
76

homeowner’s loan. A Loan Review Committee meeting is scheduled to hear
the loan request. Section 1.3. provides additional information on the loan
approval process. Once approved, loan documents are executed and the loan
is funded.
H. Start-Up/Field Inspections
Following loan approval, the construction contract and Notice to Proceed are
executed. The Program Operator monitors date of start-up and performs field
inspections on a regular basis. The Program Operator will visit the project site
regularly in order to check the scope of work, inspect materials, and to confirm
the project is on schedule and within budget. The Program Operator works
with the Sponsor’s Building Inspector to ensure the work meets building codes,
while not exceeding funding limits.
The Program Operator reviews the work status with the homeowner and with
the contractor in order to remedy any developing problems quickly and to
ensure that both are satisfied with the construction process. At the completion
of each phase, the Program Operator inspects the work and the homeowner
authorizes contractor payments.
The Program Operator will refer back to original plans and specifications to
verify the work was completed as contracted.
I. Change Orders
Written change orders are required when the homeowner requests any changes
in the write-up, such as eliminating an item completely, eliminating one item
and substituting another, or adding items. The change order will state the
change and dollar value for the change. The change order must be signed by
both the contractor and the homeowner, and submitted to the Program
Operator and Sponsor for signature approval. If the change order exceeds the
approved financing, the homeowner will be asked to provide additional funds
or a report and request for additional funds may be presented to the Sponsor’s
Loan Review Committee for approval prior to Program Operator signing-off on
the change order.
J. Progress Payments
Ninety percent (90%) of the contract amount is distributed to the contractor in
the form of progress payments during construction. The final ten-percent
(10%) of the contract amount is set aside as a retention payment. The
contractor requests a progress payment from the homeowner and notifies the
Program Operator that he/she has done so. Upon favorable inspection by the
homeowner, Program Operator, and Sponsor or Sponsor’s Building Inspector,
the payment authorization is signed by the homeowner and submitted for
payment.
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K. Final Inspections/Notice of Completion/Final Payment
When the project is completed, the Program Operator inspects the work item
by item with the homeowner, the contractor, and/or the Sponsor. The
Sponsor’s Building Inspector performs a final inspection. Any corrections or
deficiencies are noted and corrected by the contractor. Upon favorable final
inspections, a Notice of Completion is prepared, signed by the homeowner, and
then recorded. The final ten-percent (10%) retention payment is released 35
days after the recording of the Notice of Completion.

3. LOAN PROCESS
The Sponsor’s Loan Review Committee must approve all loans and grants. The
Loan Review Committee may approve assistance with CDBG financing exceeding
100 percent of after-rehabilitation value as needed in cases where no other
financial resources are available to cover the cost of the repairs and where clear
and convincing documentation exists, justifying why the exception is needed.
However, if the project is CalHome funded, the total financing cannot be more than
105 percent of the after-rehabilitation value. For HOME-funded loans, the total of
all loans on the property cannot be more than 100 percent of the afterrehabilitation value, unless per HOME Management Memorandum 13-01 at
http://www.hcd.ca.gov/grants-funding/grants-management-memos.shtml#home
the entire HOME assistance amount is granted rather than loaned, due to a lack of
any equity after rehabilitation, based on existing loans on the property. In
addition, the amount of HOME assistance, including Activity Delivery Costs, cannot
exceed the Sponsor’s County maximum HOME Per Unit Subsidy Limit found at:
http://www.hcd.ca.gov/grants-funding/income-limits/state-and-federal-incomelimits.shtml, and the after-rehabilitation value cannot exceed the HOME Maximum
After-Rehabilitation Value. See Attachment C for current limits.
In order to obtain financing, applicants must meet all property and eligibility
guidelines in effect at the time the application is considered. Homeowners will be
provided written notification of approval or denial. Any reason for denial will be
provided to the applicant in writing.

4. CONFLICT OF INTEREST REQUIREMENTS
When the Sponsor’s Program contains Federal funds, the applicable Conflict of
Interest requirements of 24 CFR Section 570.489 (h) shall be followed for CDBG
assistance, and Section 92.356 of the HOME Final Rule shall be followed for HOME
assistance. For CalHome funded Programs, the applicable Conflict of Interest
requirements of Public Contract Code sections 10410, 10411, and 10430 (e) shall
be followed.
For HOME assistance, Section 92.356 of the HOME Final Rule shall be followed, as
follows:
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(a) Conflicts prohibited. No persons described in paragraph (b) of this section who
exercises or has exercised any functions or responsibilities with respect to activities
assisted with HOME funds or who are in a position to participate in a decision
making process or gain inside information with regard to these activities, may
obtain a financial interest or benefit from a HOME-assisted activity, or have a
financial interest in any contract, subcontract or agreement with respect to the
HOME-assisted activity, or the proceeds from such activity, either for themselves
or those with whom they have business or immediate family ties, during their
tenure or for one year thereafter. Immediate family ties include (whether by
blood, marriage or adoption) the spouse, parent (including stepparent), child
(including stepchild), brother, sister (including a stepbrother or stepsister),
grandparent, grandchild and in-laws of a covered person.
(b) Persons covered. The conflict of interest provisions of paragraph (a) of this
section apply to any person who is an employee, agent, consultant, officer, or
elected official or appointed official of the participating jurisdiction, State recipient,
or subrecipient which are receiving HOME funds.
(c) Exceptions: Threshold requirements.
Upon the written request of the
participating jurisdiction to HCD, HUD may grant an exception to the provisions of
paragraph (a) of this section on a case-by-case basis when it determines that the
exception will serve to further the purposes of the HOME Investment Partnerships
Program and the effective and efficient administration of the participating
jurisdiction's program or project. See 24 CFR 92.356(d)(1-6) for details on the
documentation needed in order to submit an exception request to HUD
A contractor with a vested interest in the property cannot bid on a rehabilitation
project. Such a contractor may act as owner/builder, subject to standard
construction procedures. Owner/builders are reimbursed for materials purchased
which are verified by invoice/receipt and used on the project. Reimbursement
occurs after the installation is verified by the Program Operator to be part of the
scope of work. Owner/builders are not reimbursed for labor.
5. APPLICANT QUALIFICATIONS
A. Income limits
All homeowners must certify that they meet the household income eligibility
requirements for the applicable HCD Program(s) and have their household income
documented. The income limits in place at the time of loan approval will apply
when determining applicant income eligibility. All applicants must have incomes
at or below 80% of the County’s area median income (AMI), adjusted for
household size, as published by HCD each year.
The
link
to
the
official
HCD
maintained
income
limits
is:
http://www.hcd.ca.gov/grants-funding/income-limits/state-and-federal-income-
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limits.shtml (for HOME and CDBG, choose “State CDBG and HOME” limits; for
CalHome, choose “Official State Income Limits”).
Household: means one or more persons who will occupy a housing unit. For
HOME and CDBG, unborn children count in family size determination. For
CalHome, unborn children are not counted.
Annual Income: Generally, the gross amount of income of all adult household
members that is anticipated to be received during the coming 12-month period.
B. Income qualification criteria
Projected annual gross income of the applicant household will be used to determine
whether they are above or below the published HCD income limits. Income
qualification criteria for HOME and CDBG, as shown in the most recent HCD
Program-specific guidance at http://www.hcd.ca.gov/grants-funding/incomelimits/income-calculation-and-determination-guide.shtml, will be followed to
independently determine and certify the household’s annual gross income. Income
will be verified by reviewing and documenting tax returns, copies of wage receipts,
subsidy checks, bank statements and third-party verification of employment forms
sent to employers. All documentation shall be dated within six months prior to
loan closing, kept in the applicant file and held in strict confidence.
HOUSEHOLD INCOME DEFINITION:
Household income is the annual gross income of all adult household members
that is projected to be received during the coming 12-month period, and will
be used to determine Program eligibility. Refer to Income Inclusions and
Exclusions for further guidance to the types of incomes to be included or
excluded when calculating gross annual income. See Attachment A for
HOME and CDBG. See Attachment A-1 for CalHome. For those types of
income counted, gross amounts (before any deductions have been taken) are
used. Two types of income that are not considered would be income of minors
or income of live-in aides. Certain other household members living apart from
the household also require special consideration. The household’s projected
income must be used, rather than past earnings, when calculating income.
Housing and/or debt ratios are not considered as the funding provided creates
no additional monthly financial obligation. If a homeowner has a mortgage,
creditworthiness is verified by ensuring that all payments are current and that
no late payments have been received in the past twelve months.
See Attachment A: HOME and CDBG 24 CFR Part 5 Annual Income
Inclusions and Exclusions and Attachment A-1: CalHome Title 25
Section 6914 Annual Income inclusions and Exclusions (State)
ASSETS:
There is no asset limitation for participation in the Program. Income from
assets is, however, recognized as part of annual income under the Part 5
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definition. An asset is a cash or non-cash item that can be converted to cash.
The value of necessary items such as furniture and automobiles are not
included. (Note: it is the income earned – e.g. interest on a savings account –
not the asset value, which is counted in annual income.)
An asset’s cash value is the market value less reasonable expenses required to
convert the asset to cash, including: Penalties or fees for converting financial
holdings and costs for selling real property. For HOME and CDBG, the cash
value (rather than the market value) of an item is counted as an asset. For
CalHome, the market value of an item is counted as an asset.
See Attachment B: Part 5 Annual Income Net Family Asset Inclusions
and Exclusions
6. HOMEOWNER ELIGIBILITY AND RESIDENCY REQUIREMENTS
The Sponsor’s Housing Rehabilitation Program allows for owner-occupied
properties to participate in the Program. Owner-occupied units must be the
owner’s principal place of residence. A photocopy of a recent utility bill will verify
proof of occupancy. No unit to be rehabilitated will receive financial assistance if
it is currently occupied by an over-income household or does not meet the
eligibility standards outlined in these guidelines.
A. Continued residency is monitored annually, per Attachment F, for the term of the
loan. Occupancy will be verified, reviewed, and certified by the submission of the
following:
1. Proof of occupancy in the form of a copy of a current utility bill; and
2. Statement of unit's continued use as primary residence of the owner.
B. In the event that a homeowner sells, transfers title, or discontinues residence in
the rehabilitated property for any reason, the loan becomes due and payable,
unless the following conditions are met:
The homeowner who received the loan dies and the heir to the property meets
income requirements and intends to occupy the home as his/her principal
residence. Upon approval of the Sponsor, the heir may be permitted to assume
the loan at the rate and terms the heir qualifies for under current participation
guidelines. If the heir does not meet applicable eligibility requirements, the loan
is due and payable. Note: Loans provided by CalHome are not assumable.
C. If a homeowner converts the property to a rental unit, or any commercial or nonresidential use, the loan is due and payable.
If the loan is funded with CalHome funds, it is not transferable except under the
following limited circumstances:
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1. The transfer of the Property to the surviving joint tenant by devise, descent
or operation of the law, on the death of a joint tenant;

2. A transfer of the Property where the spouse becomes an owner of the property;
3. A transfer of the Property resulting from a decree of dissolution of marriage,
legal separation or from an incidental property settlement agreement by which
the spouse becomes an owner of the Property; or,
4. A transfer to an inter vivos trust in which the Borrower is and remains the
beneficiary and occupant of the property.
7. PROPERTY ELIGIBILITY
A. CONDITIONS
a) No unit will be eligible if a household’s income exceeds the prescribed income
limits listed in Attachment C.
b) Units to be rehabilitated must be located within the incorporated areas of the
Sponsor’s jurisdiction.
c) Property must contain a legal residential structure intended for continued
residential occupancy.
d) All repair work will meet Local Building Code standards. At a minimum, health
and safety hazards must be eliminated. For CDBG the priority will be the
elimination of health and safety hazards. Sponsor may also require elimination
of code deficiencies. When HOME funds are used for housing rehabilitation, the
property must meet all applicable current codes, rehabilitation standards,
ordinances, and zoning ordinances at the time of project completion. However,
if certain components of the house are sound and were built to code prescribed
at the time of installation, no repair or alteration will be made to those
components. Section 8 Housing Quality Standards may be required on rentals
by Sponsor when CDBG funds are used.
8. ANTI-DISPLACEMENT POLICY AND RELOCATION ASSISTANCE
Tenants will be informed of their eligibility for temporary relocation benefits if
occupancy during rehabilitation constitutes a danger to health and safety of
occupants or public danger or is otherwise undesirable because of the nature of
the project. Relocated persons will receive increased housing costs, payment for
moving and related expenses and appropriate advisory services, as detailed in the
Sponsor's "Residential Anti-displacement and Relocation Assistance Plan"
(Attachment E).
Owner-occupants are not eligible for temporary relocation benefits, unless health
and safety threats are determined to exist by the Program Operator. In cases
where relocation is determined to be necessary by the Sponsor/Program Operator,
assistance may be provided for actual costs incurred from the applicant’s loan
proceeds or as a grant (see Section 4.4. for allowable grants). HOME-funded
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projects will only provide relocation assistance in the form of a grant, which shall
be included in the maximum assistance amount.
Note: Relocation benefits are not a requirement under CalHome, but are
acceptable and may be covered by loan proceeds.

9. NOTIFICATION AND DISCLOSURES - Not required by CalHome
A. Occupants of units constructed prior to 1978 will receive proper notification of
Lead-Based Paint (LBP) hazards as follows:
The Lead Hazard Information Pamphlet published by the EPA/HUD/Consumer
Product Safety Commission will be given to all owners regardless of the cost of
rehabilitation or paint test findings. If lead-based paint is found through testing
or if presumed, a Notice of Lead Hazard Evaluation or Presumption will also be
supplied. When Lead hazards are present, a Notice of Lead Hazard Reduction
Activity and a Lead Hazard Evaluation Report will also be provided (Attachment
I).
B. Tenants located in properties that will receive housing rehabilitation will be
provided a notice outlining their relocation rights and benefits (Attachment E).

10.

THE PROGRAM LOAN

1. MAXIMUM AMOUNT OF PROGRAM ASSISTANCE
An eligible homeowner may qualify for the full cost of rehabilitation/reconstruction
work needed to comply with State and local codes and ordinances. Maximum
assistance shall not exceed the Sponsor’s County maximum HOME Subsidy Limits
Per Unit found at http://www.hcd.ca.gov/grants-funding/income-limits/state-andfederal-income-limits.shtml. Any approved “grant” amount for lead-based paint
evaluation and reduction activities, relocation assistance, and allowable activity
delivery shall be included in the maximum assistance amount, but will not be a
part of the loan. See Attachment C. For CDBG funded programs the maximum
assistance for rehabilitation/reconstruction will not exceed $190,430.
For
Programs funded with CalHome funds, the maximum assistance for
rehabilitation/reconstruction will not exceed $60,000, which includes activity
delivery.
2. AFFORDABILITY PARAMETERS FOR HOMEOWNERS
a. Total indebtedness against property shall not exceed 100 percent of afterrehabilitation value as determined by “Estimates of value” or an appraisal,
for CDBG or HOME projects. The exception for HOME is per HOME
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Management Memorandum 13-01 at http://www.hcd.ca.gov/grantsfunding/grants-management-memos.shtml#home_13-01_for_OOR.doc,
wherein the entire HOME assistance amount is granted rather than loaned,
due to a lack of any after-rehabilitation value equity, based on existing loans
on the property. NOTE – All HOME and CDBG reconstruction projects require
a full appraisal. An estimate of after-rehab value will be made prior to
making a commitment of funds using the method outlined in Section 4.5.
Note – This does not apply to CalHome projects.
b. HOME funded units’ after-rehabilitation value shall not exceed the HOME
Program Maximum Purchase Price/After-Rehabilitation Value Limits for
Sponsor’s County as updated by HUD and published on the HCD Website at
http://www.hcd.ca.gov/grants-funding/income-limits/state-and-federalincome-limits.shtml. See Attachment C for current limits.
c. For CalHome-funded Programs, the maximum after-rehab value of a home
shall be set at 100% of the current median sales price of a single family
home in the county in which the CalHome Program is located.
d. Total indebtedness against property shall not exceed 105 percent of the
after-rehabilitation value as determined by an appraisal for CalHome
projects. An estimate of After-Rehab Value will be made prior to making a
commitment of funds using the method outlined in Section 4.5. Note – This
does not apply to HOME or CDBG projects.
e. Any bid within 10% of the Program Operator’s estimate may be selected,
otherwise an explanation must be provided to the file for a bid selected
exceeding 10% of the estimate.
3. RATES AND TERMS
a. Homeowners are eligible for Deferred Payment Loans (DPL), at zero
interest, evidenced by a Promissory Note and secured by a Deed of Trust,
with no payback required for 30 years unless the Borrower sells or transfers
title or discontinues residence in the dwelling. Payments may be made
voluntarily on a DPL, without penalty. Note: If it is determined by the
Sponsor that repayment of a CalHome or CDBG Program loan at the
maturity date causes a hardship to the homeowner, the Sponsor
may opt the following:
b. Amend the note and deed of trust to defer repayment of the amount due
at maturity, that is balance of the original principal plus the accrued
interest, for up to an additional 30 years (at 0% additional interest). This
may be offered one time; or,
c. Convert the debt at loan maturity; that is the balance of the original
principal plus any accrued interest, to an amortized loan, repayable in 15
years at 0% additional interest.
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In the event that a homeowner sells, transfers title, or discontinues
residence in the rehabilitated property for any reason, the loan shall
become all due and payable.



If the homeowner dies, and if the heir(s) to the property live(s) in the
house and is/are income eligible, the heir(s) may be permitted, upon
approval of the Sponsor, to assume the loan at the rate and terms the
heir(s) qualifies for under current participation guidelines. Note:
CalHome loans are not assumable.



If the homeowner dies and the heir(s) is/are not income eligible, the
loan becomes all due and payable. Note – CalHome loans are not
assumable.



If a homeowner converts the rehabilitated property to any residentialrental, commercial or non-residential use, the loan becomes all due and
payable.



As specified in the Rehabilitation Loan Agreement, all applicants who
participate in the Program must maintain the property at postrehabilitation conditions for the term of the loan. Should the property
not be maintained accordingly, the loan shall be considered in default
and becomes all due and payable, and if necessary, foreclosure
proceedings will be initiated. A method of inspection will be established
by the Sponsor.



For CalHome, loans are not assumable. The following transfers of
interest shall not require the repayment of the CalHome Program loan:
1) transfer to a surviving joint tenant by devise, descent, or
operation of law on the death of a joint tenant;
2) a transfer in which the transferee is a person who occupies or
will occupy the property, which is:
(i) a transfer where the spouse becomes an owner of the
property;
(ii) a transfer resulting from a decree of dissolution of marriage,
legal separation agreement, or from an incidental property
settlement agreement by which the spouse becomes an owner of
the property; or
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(iii) a transfer into an inter vivos trust in which the Borrower is and
remains the beneficiary and occupant of the property.

4. GRANTS
A. CDBG funded Programs may provide grants as follows:
1. Grants are available for any of the following qualifying factors, up to a
maximum of $15,000:
(a) Senior Citizen - at least 62 years old; or
(b) Handicapped - only for handicap modifications to a house with one or
more physically handicapped occupants who would function more
independently if such modifications were installed; or
(c) Lowest HUD Low/Mod individual – with gross annual income less than 50
percent of County median income; or
(d) Curb, gutter and sidewalk – when curb, gutter and/or sidewalk are
required by City code; or
(e) Building permit and/or school fees; or
(f) Emergencies – failure of a major household component that would
require the participant to live without basic plumbing, electrical, heating,
cooling, or security. (These funds are not for use during a normal
rehabilitation, they are for true emergency situations, such as a failed
sewer line or water heater, blown electrical panel, etc)
o

Grants of up to $10,000 are available for Fire Sprinkler installation
and associated costs – for reconstruction projects, as required by
CCR, Title 24, Part 2.5 of the 2010 California Residential Code.

o

Grants are available for the repair, replacement, or abandonment of
domestic water wells and/or associated costs (such as water pump
lowering) based on invoices from contracted well drillers and/or
water pump installers. The Program Operator must approve a total
cost estimate from a contracted well driller and/or water pump
installer prior to financing approval to ensure cost reasonableness.

o

Grants of up to $25,000 are available for Equity maintenance, if
financing rehabilitation entirely with a loan would cause
indebtedness to exceed 100% of after-rehabilitation value.

o

Grants of up to $7,500 are available for Asbestos containment and/or
removal.

B. HOME-funded projects include grants, if necessary to cover the costs of
financing in excess of available equity. Available equity will be determined by
subtracting the current total indebtedness from the after-rehabilitation value.
Grants provided may be up to 25 percent of the applicable HUD per unit subsidy
limit established pursuant to 24 CFR 92.250 (a). This grant amount is in
addition to any grant funds provided pursuant to Section 4.4.C. and 4.4.D.
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C. HOME and CDBG provide grants for all actual costs of lead-based paint
evaluation and reduction activities.
D. HOME and CDBG provide grants for relocation assistance.
Assistance Plan, Attachment E.

See Relocation

1. Owner-Occupant – Limit of $5,000.
E. Grants are not available in CalHome-funded Programs.

5. APPRAISAL
A. The After-Rehab Value for rehabilitation projects is determined using the
“Estimate of Value” method. The Sponsor or Program Operator determines
estimates of value based on the sale prices of at least three (3) comparable
properties, sold within the last six months (within one year of the assistance
date, which is the date the promissory note is signed), and if possible located
within one mile of the subject property. The participants’ file will include the
estimate of value and document the basis for the value estimates. The
purpose of the “Estimate of Value” method is to determine that the afterrehabilitation value of the housing unit will not exceed the applicable HOME
Value Limit per HOME Program regulations (See Attachment C), and that the
combined loans will not exceed the maximum combined loan-to-value limit, as
described in Section 4.2.A above. If three comparable properties cannot be
found, or if there is any question regarding the after-rehab value, the ARV
must be determined by a licensed appraiser, as described in Section 4.5.B.
below.
B. A licensed appraiser determines the after-rehab value for rehabilitation
projects, when the “Estimate of Value” method cannot be used.
For
rehabilitation projects, the appraiser determines the value of the unit with the
rehabilitation building plans and specifications included. For CDBG and HOME,
the cost of the appraisal will be paid by the Sponsor, not by the homeowner.
For CalHome, the cost of the appraisal will be included in the Borrower’s loan.
The purpose of the appraisal is to determine that the after-rehab value of the
housing unit will not exceed the applicable HOME Value Limit per HOME
Program regulations (See Attachment C), and that the combined loans will
not exceed the maximum combined loan-to-value limit, as described in Section
4.2.A above.
C. The After-Rehab Value for reconstruction projects is determined by a licensed
appraiser. The After-Rehab Value for reconstruction projects is determined by
an appraisal completed off the building plans and specifications for the new
home. For CDBG and HOME, the cost of the appraisal will be paid by the
Sponsor, not by the homeowner. For CalHome, the cost of the appraisal will
be included in the Borrower’s loan. The purpose of the appraisal is to
determine that the after-rehabilitation value of the housing unit will not exceed
87

the applicable HOME Value Limit per HOME Program regulations (See
Attachment C), and that the combined loans will not exceed the maximum
combined loan-to-value limit, as described in Section 4.2.A above.

6. INSURANCE
Fire Insurance
The homeowner shall maintain fire insurance on the property for the duration of
the Program loan(s). This insurance must be an amount adequate to cover all
encumbrances on the property. The insurer must identify the Sponsor as Loss
Payee for the amount of the Program loan(s). Evidence of this shall be provided
to the Sponsor. Note: For CDBG, the premium may be paid by the Program loan
for one year. HOME and CalHome funds cannot be used to pay insurance at any
time.
Flood Insurance
For homes in a 100-year flood zone, the owner is required to maintain flood
insurance in an amount adequate to secure the Program loan and all other
encumbrances. This policy must designate the Sponsor as Loss Payee and a binder
shall be provided to the Sponsor and maintained in the Borrower’s file. Note: For
CDBG, the premium may be paid by the Program loan for one year. HOME and
CalHome funds cannot be used to pay insurance at any time.

7. LOAN SECURITY
A.

Loan security for all owner-occupied rehabilitation stick-built homes will be
secured by the real property and improvements, and will also include a Deed of
Trust, Promissory Note and Loan Agreement in favor of the Sponsor.

B.

A manufactured home in a mobile home park or on leased land that is not on a
permanent foundation will be secured by an HCD 480.7 or an HCD 484 Statement
of Lien, and will also include a Promissory Note and Loan Agreement.

C.

Entering a subordinate lien is acceptable. However, the Sponsor will not
subordinate a first lien position once established.

8. PROGRAM LOAN SERVICING AND MAINTENANCE
A. PAYMENTS ARE VOLUNTARY
Borrowers may begin making voluntary payments at any time, without penalty.
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B. RECEIVING LOAN REPAYMENTS
a. Program loan payments will be made to:
City of Corcoran
832 Whitley Avenue
Corcoran, CA 93212
b. The Sponsor will be the receiver of loan payments or recapture funds
and will maintain a financial record-keeping system to record payments
and file statements on payment status. Payments shall be deposited and
accounted for in the Sponsor’s appropriate Program Income Account, as
required by all three HCD Programs. The Program Sponsor will accept
loan payments from Borrowers prepaying deferred loans, from
Borrowers making payments in full upon sale or transfer of the property,
and homeowners of tenant occupied units. All loan payments are
payable to the Sponsor. The Sponsor may at its discretion, enter into an
agreement with a third party to collect and distribute payments and/or
complete all loan servicing aspects of the Program.

C. LOAN SERVICING POLICIES AND PROCEDURES
See Attachment F for local loan servicing policies and procedures. While the
attached policy outlines a system that can accommodate a crisis that restricts
Borrower repayment ability, it should in no way be misunderstood: The loan must
be repaid. All legal means to ensure the repayment of a delinquent loan as outlined
in the Loan Servicing Policies and Procedures will be pursued.
D. LOAN MONITORING PROCEDURES
Homeowners will be required to submit each of the following to the Sponsor,
annually, for the term of the loan, which will be reviewed and certified by the
Sponsor or its designated Loan Servicing Agent at the time of annual occupancy
verification per Attachment F:







Proof of occupancy in the form of a copy of a current utility bill;
Statement of unit's continued use as a residence;
Declaration that other title holders do not reside on the premises;
Verification that Property Taxes are current; and
Verification of current required insurance policies.
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E. DEFAULT AND FORECLOSURE
If an owner defaults on a loan, and foreclosure procedures are instituted, they
shall be carried out according to the Program Foreclosure Policy adopted by the
Sponsor, and attached to these guidelines as Attachment G.
F. SUBORDINATIONS
The Sponsor may approve a request to subordinate a loan, in order for the owner
to refinance the property, under the following conditions:
a. The lien position of the Sponsor loan will remain the same or be advanced.
b. The new primary loan is no greater than the balance of the loan being
refinanced, except the costs of refinancing the loan may be added to the
principal balance.
c. The purpose of the new primary loan is to reduce the interest rate being paid
and/or reduce the owner's payment.
d. The refinanced loan must have an impound account for taxes and insurances.
e. The refinancing terms must be acceptable to the Sponsor.
f. Only CDBG allows refinancing with CDBG funds in conjunction with
rehabilitation of the unit
G. CONSTRUCTION
9. STANDARDS
A. All repair work will meet Local Building Code standards. For CDBG and
CalHome, the priority will be the elimination of health and safety hazards.
Sponsor may also require elimination of code deficiencies. When HOME funds
are used for housing rehabilitation, all health and safety hazards must be
eliminated and the property must meet all applicable current codes,
rehabilitation standards, ordinances, and zoning ordinances at the time of
project completion. However, if certain components of the house are sound
and were built to code prescribed at the time of installation, no repair or
alteration will be made to those components.
B. Contracting Process
1. Contracting will be done on a competitive basis.
2. The homeowner will be the responsible agent, but the Sponsor and/or its
Program Operator will prepare the work write-up, prepare and advertise the
bid package, and assist the owner in negotiating the construction contract.
3. The Sponsor does not warrant any construction work, or provide insurance
coverage.
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C. Approved Contractors
1. Contractors are required to be licensed with the State of California, and be
active and in good standing with the Contractors’ License Board and the
Sponsor.
2. Contractors will be checked against the Federal System for Award
Management (SAM.gov) for debarred status. No award will be granted to a
contractor on the Excluded Parties List System (EPLS).
3. Contractors must have public liability and property damage insurance, and
worker’s compensation, unemployment and disability insurance, to the
extent required by State law.
4. Contractor must agree to comply with all federal and state regulations.
D. Sweat Equity Labor
The Sponsor does not allow sweat equity participation.
E. Occupants of units constructed prior to 1978 will receive proper notification of
Lead-Based Paint (LBP) hazards as identified in Section 3.3.A. Note: Units
funded solely with CalHome funds are not required to comply with LBP
regulations.
F. Units constructed prior to 1978 will also be inspected according to the following
HUD regulations. Note: Units funded solely with CalHome funds are not
required to comply with LBP regulations. For CDBG funded Programs
needing guidance, please refer to Chapter 20 in the CDBG Grant Management
Manual, Lead-Based Paint Requirements.
1. If the total amount of Federal assistance or the total amount of rehabilitation
hard cost is up to and including $5,000, the following is required:
(a) Paint testing or presume LBP;
(b) Clearance of disturbed work areas; and
(c) Notifications listed in Section 3.3.A.
2. If the amount of Federal assistance or the total amount of rehabilitation hard
cost is more than $5,000 up to and including $25,000, the following is
required:
(a) Paint testing or presume LBP;
(b) Risk assessment; and
(c) Clearance of unit.
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If LBP hazards are identified, interim controls will be implemented. This level will
also require a notice of “Abatement of Lead Hazards Notification” at least five
days prior to starting work.

3. If the amount of Federal assistance or the total amount of rehabilitation hard
cost is more than $25,000, the following is required:
(a) Items (a), (b), and (c) of 2. above;
(b) Abatement of all LBP hazards identified or produced;
(c) Use of interim controls on exterior surfaces not disrupted by rehab; and all
notices listed above in Sections 3.3.A. and 6.1.F.2.
4. All paint tests that result in a negative finding of lead-based paint are exempt
from any and all additional requirements. If defective paint surfaces are
found, they will be properly treated or abated.
A State-certified
Inspector/Assessor will perform all paint testing, risk assessments, and
clearances. A trained supervisor may oversee interim controls; however, a
certified supervisor and workers will perform all abatement.
10. ELIGIBLE CONSTRUCTION COSTS
“Rehabilitation” means, in addition to the definition in Section 50096 of the Health
and Safety Code, repairs and improvements to a manufactured home necessary
to correct any condition causing the home to be substandard pursuant to Section
1704 of Title 25, California Code of Regulations. Rehabilitation also includes room
additions to alleviate overcrowding.
Rehabilitation also means repairs and
improvements where necessary to meet any locally-adopted standards used in
local rehabilitation Programs. Rehabilitation does not include replacement of
personal property.
Rehabilitation includes reconstruction. Federal law and policy allows the use of
HOME funds to demolish and reconstruct owner-occupied residential structures.
Reconstruction is defined as the demolition and construction of a structure. The
Sponsor and/or Program Operator must document that the reconstruction costs
are less than the cost to rehabilitate the existing substandard housing. This will
be done using the State’s Test for Reconstruction (see Attachment J).
Additionally, for HOME- and CalHome-funded projects the Sponsor must determine
that the project’s value after reconstruction (housing and land combined) is less
than the Maximum After-Rehabilitation Value for the Sponsor (see Attachment C).
The residential structure to be reconstructed must be a structure with cooking,
eating, sleeping, and sanitation facilities which has been legally occupied as a
residence within the preceding 12 months. Fifth wheels or recreational vehicles,
for example, are not considered dwellings and therefore are not eligible under this
Program.
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For HOME, like for like requires that the structure being demolished must be
replaced with a like structure (replace manufactured housing with manufactured
housing, for example). However, additions may be approved by the HCD Program
when required by Codes/Ordinances or to alleviate overcrowding.
(See
Attachment C)
Temporary relocation benefits must be planned for and budgeted into the total
allowable subsidy for the project, but if required would be in the form of a grant.
Depending on the outcome of the Statutory Worksheet (Environmental test), a
reconstructed project may require Authority from the State before funds are
committed to the project.
Allowable rehabilitation\reconstruction costs include:
A. Cost of building permits and other related government fees.
B. Cost of architectural, engineering, and other consultant services which are
directly related to the rehabilitation of the property.
C. For CDBG and CalHome, costs associated with the repair, replacement, or
abandonment of domestic water wells and/or associated costs (such as water
pump lowering).
D. Rehabilitation or Replacement of a manufactured home not on a permanent
foundation.
Rehabilitation of a manufactured home may include the
replacement of the unit with a used manufactured home and the cost to repair
it, as long as the unit has been occupied and not used as a demonstration
model. Should the unit meet the criteria for reconstruction a new manufactured
home can be used for replacement and all cost associated with the purchase
and transportation can be added to the loan. For CalHome and CDBG,
manufactured housing on permanent foundations may be replaced by stick built
structures.
CalHome requires the following for manufactured housing/mobile home to stick
built replacements:
1. Verification that the owner of the mobile home is also the landowner. The
registration certificate and a preliminary title report must be submitted with
the Borrower summary package. Any past due registration fees must be
paid.
2. Provide written justification as to why the mobile home is being replaced
and not repaired.
3. Ensure the new structure is “reasonable” for the size of the current
household.
E. Owner-occupied rehabilitation activity delivery fees, pursuant to Section
7733(f), as reimbursement to the Sponsor for the actual costs of services
rendered to the homeowner that are incidentally but directly related to the
rehabilitation work (e.g. planning, engineering, construction management,
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including inspections and work write-ups). Activity delivery fees are considered
part of the total financing; however, are not part of the loan to the Borrower.
F. Rehabilitation will address the following issues in the order listed. Eligible costs
are included for each item.
1. Health and Safety Issues
Eligible costs include, but are not limited to, energy-related improvements,
lead-based paint hazard evaluation and reduction activities, improvements for
handicapped accessibility, repair or replacement of major housing systems. A
driveway may be considered part of rehabilitation if it is determined to be a
health and safety issue. Note – CalHome energy-related improvements must
be done in conjunction with a related and CalHome eligible repair.
2. Code and Regulation Compliance
Eligible costs include, but are not limited to, additional work required to
rehabilitate and modernize a home, and bring it into compliance with current
building codes and regulations. Painting and weatherization are included.
3. Demolition
Eligible costs include, but are not limited to, the tear down and disposal of
dilapidated structures when they are a part of the reconstruction of an
affordable housing unit. If a garage or carport is detached, it may not be
rehabilitated but may be demolished, if it is determined to be a health and
safety issue.
4. Upgrades
Eligible costs include additional bedrooms and bathrooms if the need can be
demonstrated per HUD’s or Sponsor’s overcrowding guidelines.
(See
Attachment C). The Program will not fund additions to a home for a den or
family room, or for any luxury items.
5. General Property Improvements
General property improvements may include replacement of a stove, oven,
refrigerator, dishwasher, and/or garbage disposal; and repair or installation of
fencing. Items such as refrigerators, stoves, and dishwashers that are not built
in may be replaced due to incipient failure, or documented medical condition of
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the homeowner, and must be of moderate quality. Luxury items (i.e., granite
countertops) and certain free standing appliances (i.e., washers and dryers)
are not allowed.
For HOME and CalHome, replacement of a refrigerator is not allowed.
CalHome, repair or installation of fencing is not allowed.

For

All improvements must be physically attached to the property and permanent
in nature. Non-code property improvements (fencing, landscaping, driveway,
etc.) will be limited to 15 percent of the rehabilitation financing amount. (Note
– CalHome funds generally may not be used for non-code property
improvements.)
Any cash contribution by the property owner will be
considered a general property improvement and be included in this percentage.
6. Rehabilitation Standards
All repair work related to health and safety conditions will meet Local Building
Code standards. The priority will be the elimination of health and safety
hazards and code compliance.

11.

ELIGIBLE PROJECT COSTS/ACTIVITY DELIVERY COSTS
Examples of eligible project related costs for all expenses related to the paperwork
for processing and insuring a loan application are listed below. For HOME and
CDBG, these costs are considered activity delivery costs and may not be charged
to the homeowner’s loan.









Appraisal
Property Report/Title Insurance
Building Plan
Termite Report
Land Survey
Grading Plan
Recording Fees
Flood Insurance, as applicable (not allowed with CalHome or HOME
funds)

Costs are based on charges currently incurred by the Sponsor, or the Program
Operator, for these products and/or services. For CDBG and CalHome, any cost
increases charged to the Sponsor/Program Operator for these products and/or
services will be passed on to the homeowner and included in the loan. All fees are
subject to change and are driven by the market.
12.

REPAIR CALLBACKS
Contractors will comply with State law regarding all labor and material warranties.
All labor and material shall meet FHA minimum specifications.
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13.

EXCEPTIONS AND SPECIAL CIRCUMSTANCES

A. AMENDMENTS
The Sponsor may make amendments to these Participant Guidelines. Any changes
made shall be in accordance with federal and state regulations, shall be approved
by the Sponsor’s Loan Committee and/or local governing body and submitted to
HCD for approval.
B. EXCEPTIONS
Any case to which a standard policy or procedure, as stated in the guidelines, does
not apply or an applicant treated differently from others of the same class would
be an exception.
PROCEDURES FOR EXCEPTIONAL CIRCUMSTANCES

14.



The Sponsor or its Program Operator may initiate consideration of an
exception and prepare a report. This report shall contain a narrative,
including the Sponsor’s/Program Operator’s recommended course of action
and any written or verbal information supplied by the applicant.



The Sponsor shall make a determination of the exception based on the
recommendation of the Program Operator. The request can be presented
to the Sponsor’s loan committee and/or governing body for decision.

DISPUTE RESOLUTION AND APPEALS PROCEDURES

A. PROGRAM COMPLAINT AND APPEAL PROCEDURE
Complaints concerning the Sponsor’s Rehabilitation Program should be made to
the Program Operator first. If unresolved in this manner, the complaint or appeal
shall be made in writing and filed with the Sponsor. The Sponsor will then schedule
a meeting with the Sponsor’s Loan Review Committee. Their written response will
be made within thirty (30) working days. If the applicant is not satisfied with the
committee's decision, a request for an appeal may be filed with the local governing
body. Final appeal may be filed in writing with HCD within one year after denial
or the filing of the Project Notice of Completion.
B. GRIEVANCES BETWEEN PARTICIPANTS AND CONSTRUCTION CONTRACTOR
Contracts signed by the contractor and the participant include the following clause,
which provides a procedure for resolution of grievances:
Any controversy arising out of or relating to this Contract, or the breach
thereof, shall be submitted to binding arbitration in accordance with the
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provisions of the California Arbitration Law, Code of Civil Procedure 1280 et
seq., and the Rules of the American Arbitration Association. The arbitrator
shall have the final authority to order work performed, to order the payment
from one party to another, and to order who shall bear the costs of
arbitration. Costs to initiate arbitration shall be paid by the party seeking
arbitration.
Notwithstanding, the party prevailing in any arbitration
proceeding shall be entitled to recover from the other all attorney's fees and
costs of arbitration.
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HOUSING LOAN FLOW CHART

SELF-HELP ENTERPRISES

CITY OF CORCORANCOMMUNITY

Review and
Receive, process approval of loan
and evaluate
application
loan application
through
Housing Finance
Committee
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DEVELOPMENT &
FINANCE DEPARTMENT

Monitoring of
approved loan

FLOW CHART
HOUSING LOAN

First-Time Home Buyer
or Rehab Loan

Loan Monitoring
(Finance Department)

Loan Assumption

Delinquent Loan
(Community Dev't.
Department)

•
•
•
•
•

Qualification done by Contract Partner
Pre-qualification by Community Dev't Director
Decision by Housing Finance Committee
Construction done by Contracted Partner
Turn-over of loan file over to City for data entry

• Annual Occupancy and insurance verification
• Loan monthly invoicing and loan payments
• Monthly loan servicing Report

•
•
•
•
•
•

Interview meeting with family members
Must be on Title
CalHome is not an assumable loan
Need to qualify for loan (as low income)
Pay a non-refundable assumption fee
Start of assumption process by contracted partner

• 1st Notice - for two consecuitive missed
payments
• 2nd Notice - on the third missed payment for
meeting
• Supplemental aggreement to payoff arrears
• Final Notice for non responsive Borrower for
foreclosure
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FORECLOSURE PROCESS
 Severely delinquent payment
 Borrower passes away with no member qualified to assume the loan or loan
is not an assumable loan (CalHOME)
 Borrower vacates the property

Notification
Community Development Department
•Send 1st notification to set-up meeting via certified and regular mail
•Send 2nd notification with the date foreclosure process will start via certified and
regular mail
•Send 3rd notification copy furnish city's legal counsel

With response to
Borrower

Community Devevelopment Department

•Meeting set-up to avoid property foreclosure: Supplemntal Agreement to catch up
with arrears
•City allows six months to one year to pay the arrears or payoff the the loan in full
amount

Foreclosure
City Legal Counsel
•Loan document turn-over to legal counsel
•Legal Counsel starts foreclosure process
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ORGANIZATIONAL CHART
COMMUNITY DEVELOPMENT DEPARTMENT
HOUSING DIVISION

Community
Development
Director

Administrative
Assistant

Housing Finance
Committee

Housing
Specialist

Housing
Contractor
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Transit Division
102

City of Corcoran
POLICY and Procedure Manual

TRANSIT DIVISION
I.

Introduction
The City of Corcoran, Transit Division is committed to providing affordable
quality services that enhance the safety, and environment, where citizens and
employees can thrive in an atmosphere of courtesy, integrity, respect, and
enhance mobility.
The City provides Dial a Ride services for the community of Corcoran and its
fringe area. This service is provided by the Corcoran Area Transit (CAT) division
and is part of the Community Development. The CAT operates an origin to
destination service and not a door-to-door or curb-to-curb service since Transit
Operators are not to leave their buses unattended at any time while in service.

II.

Purpose
The purpose of this policy sets forth written guidelines for the Transit Division
and provides operating procedures for both employees and the general publics’
use of the Corcoran Area Transit (CAT). The procedure identifies certain
responsibilities of the CAT Transit Coordinator, Account Clerk, Transit Operator
(“Driver”), Passenger and Personal Care Attendants.

III.

Scope of Transit division
The Community Development Director has overall responsibility for
administration of this policy and may delineate responsibility through the
Transit Division.
Implementation of policy will become effective once adopted by City Council
and may be amended as deemed necessary.
Any exceptions to the stated policies must be approved by the Community
Development Director.
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IV.

Definition of Terms
ADA
Cancellation

-

Americans with Disabilities Act
Passenger has concluded that CAT service is
not needed
Items that are easily to carry on-board the
bus and secured safely without the use of
additional passenger seats
Corcoran Area Transit also known as
“Dial a Ride”
Person that receives call and relays call to
Transit Operators (Drivers)
Department of Motor Vehicles
Estimated Time of Arrival
Estimated Time of Departure
Money paid by a passenger on public
transportation
Disabled person(s) with placard
Identification Card from the DMV, valid photo
identification card.
Walkers, wheelchairs, and motorized
wheelchairs
Passenger that fails to board the bus within
three minutes of wait time by Transit
Operator
Transit Operator arrives ten (10) minutes
Before and after a scheduled pick-up.
Person that provides assistance to a
handicap passenger and or a senior citizen

Carry-On Package

-

CAT

-

Dispatcher

-

DMV
ETA
ETD
Fare

-

General Handicap

-

Mobility Devices

-

No Show

-

On-Time Window

-

Personal Care
Attendant

-

Reservation or
Scheduled Call

-

Calls made one (1) hour or up to two weeks
prior to scheduled pick-up date/time

Same Day Call

-

Calls placed to request current day pick-up

Service Animals

-

A dog that is individually trained to do
work or perform tasks for people with disabilities.
Dogs whose sole function is to provide comfort
or emotional support do not qualify as service
animals under the ADA.

Transit Coordinator Person that supervises Transit Operations
Transit Operator
Person(s) that drives the bus
Senior Transit Assistant – Person that Dispatches, provides customer
service to the public, maintains transit records,
and performs other related duties as required.
Walk-On Passenger Passenger(s) that board a bus without call
for pick-up
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V.

General guidelines
A. Hours of Operation
Transit depot is open between the hours of 8:00 a.m. to 5:00 a.m. Monday
through Friday and closed on major Holidays.
The Transit Operator shall begin the normal work day at their schedule time
and check to depot at 8:00 am or when vehicle inspection (pre-trip) has been
completed. The normal work day shall not end nor exceed an eight (8) hour
shift. If conditions warrant, an earlier or later end time require authorization
by the Transit Coordinator, and or the Community Development Director.
B. Conduct/Behavior
a. Conducting personal business while on duty is discouraged. Utilization of
the bus is to conducting City business, such as pick-ups, and drop-offs of
passengers. Errands for passengers are not permitted.
b. The Transit Operator is required to wear a seat belt when operating the
vehicle. All passengers are encouraged to wear a seat belt if belts are
provided on bus. Wheelchair bound passengers must be fastened into the
floor devices specifically designed to restrain a wheelchair. In addition, all
wheelchairs must have working breaks or they will be denied service due to
unsafe conditions.
c. The Transit Operator shall operate the CAT bus in a safe and courteous
manner always bearing in mind that passengers may be children, seniors or
general handicaps therefore are sensitive to sudden stops, turns or rough
bumps.
d. In the event of an accident, Transit Operators and Dispatchers must do the
following:
 Transit Operator must radio-in to dispatch and inform dispatch of the
situation at hand;
 Transit Operator must contact 911 immediately if Emergency Services
are needed.
 Dispatcher will inform the Transit Coordinator of the situation,
however, if the Transit Coordinator is not available, inform the
Community Development Director and/or if the situation is an
emergency, call 911 for Emergency Services immediately, Transit
Operator is unable to contact Emergency Services;
 Transit Operator and Dispatcher must complete an incident report
within 24 hours and must also follow accident testing laws;
 Transit Coordinator will advise City Clerk and follow all steps and
requirements.
 Transit will follow all testing guidelines as required per the Department
of Transportation (DOT), and Federal Transit Administration (FTA).
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e. Transit Operators are to inform passengers of the following:




Transit Policy such as what is or is not permitted on transit buses, if
customer are not aware of passenger policies. The following are not
permitted: food, drinks, sharp objects such as knives, gardening
tools, vehicle batteries, pets (service animals permitted), bags filled
with glass for recycling (cans are permitted however they must be
placed plastic bag that does not have any punctures),bags are limited
to four (4) per passengers, opened strollers (must be folded), bikes
inside of bus (must request bus with bike rack);
Handicapped or Americans with Disabilities Act (ADA), Senior Citizens
and other Passengers requiring assistance are not to be assisted by
Transit Operators. Passengers, however, may be accompanied by a
personal care attendant, is granted a free ride (must board and exit
the bus at the same location).
General Handicap/ADA Passengers: To qualify as a general handicap
and/or have ADA status the following must be submitted every two
years:
 Disabled persons placard identification card from DMV and DMV
receipt stating they are disabled and must provide a valid
identification card from the DMV;
Personal Care Attendant: A Personal attendant is considered to
be a person who is assisting a handicap/ADA passenger and or a
senior citizen who is unable to board or disembark the CAT bus on
their own will.
 When an attendant accompanies passenger, they must inform
dispatcher when requesting pick-up;
 Attendant is required to help the passenger at all times.
 Attendant must have the same pick-up location and drop-off
location as passenger who is requiring assistance. Attendant
must also help passenger on or off the lift to meet the
requirement of a personal care attendant.



CAT is public transportation, therefore; unattended youth
passengers must exhibit a presence of mind and level of selfconfidence to know their destination and understand their privilege
of utilizing CAT services. Usually this emotional development will
occur in a child eight (8) years old and/or attending third grade in
school (passenger must know address of destination).



Passenger’s carryon bags will be limited: They may only board four
(4) bags or the amount of bags they can carry on at one time and
must not occupy a passenger seat nor block the bus aisle due to
safety issues.
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VI.



Profanity, loud noise or music, smoking, eating, drinking, abusive
language or conduct, alcohol, drugs and or weapons of any kind are
NOT permitted on board the CAT bus.



Customer Disruption: to ensure the safety of all passengers,
passengers are encouraged to keep conversations with the driver to
a minimum.

Communication
The Transit Operator shall always be near a two-way radio while on duty in
order to respond promptly to dispatch calls. . The Transit Operator shall check
in/out when leaving bus for any reason using 10 Codes.
The Transit Operator shall practice proper two-way radio protocol in compliance
with Federal Communications Commission (FCC) regulations.
2-Way Radio Communications
 CAT employees are to use 10 codes.
 CAT employees are to verify radio is open for open dialogue before
radioing in to another employee, or dispatch.
 2-way radio is only to be used for work related communications all
personal conversations are to take place on personal time.

VII.

Pick-up and Drop-off
a. Passengers are to be picked up and dropped off in a manner that will avoid
long delays. (CAT is a origin to destination not a curb to curb, fixed route
and/or a taxi service)
b. Customer may call for same day pick-ups however; same day pick-ups will
only be accepted depending on Driver availability, call volume for periods
and insurance of no interference with schedule pick-ups.

c. Schedule Pick-Ups must be called into the Depot one hour in advance but
may also schedule up to two weeks in advance. Transit Operator will have
a ten (10) minutes headway being that they may arrive up to ten (10)
minutes early or may arrive up to ten (10 minutes late.
d. No Shows for scheduled pick-ups: Three (3) consistent no-shows will result
in denial of schedule pick-ups for up to two weeks. No-shows for call-in
will also result in denial for service for up to two (2) weeks.


Transit Operator will inform Senior Transit Assistant (dispatcher) of
no-show, Senior Transit Assistant (dispatcher) and Transit Operator
will then document No-Show.
107



Transit Operator will only leave location if Dispatcher approves and
considers incident to be an actual No-Show, after waiting three (3)
minutes.

e. Due to many AMTRAK delays, CAT will not wait at the depot for train times.
The Transit Operator will only wait until4:00p.m.for the KART bus, due to
shifts ending at 4:30 p.m. all Transit Operators must be at the Corporation
Yard to adhere and to end of shift times.
f. All pick-ups in the Cost Less Shopping Center will be at the bus stop that
has been provided by the City of Corcoran. This includes all pick-ups at
McDonalds, Cost Less, Auto Zone, and Taco Bell.
g. Once the pick-up call has been placed, passenger must inform the
Dispatcher of the destination, when boarding the CAT bus you must also
inform Transit Operator of your destination, you may NOT change your
destination once bus is in route. Doing so will result in an additional charge
per passenger.
VIII.

Bus Fare

Passenger
Type
General
Seniors
(60+) & ADA
Children 8 &
under(with
an adult)

City Limits

Cemetery

Prisons

$1.50
$0.75

Fringe
Area
$3.50
$1.75

$4.00
$2.00

$5.00
$2.50

$1.00

$2.50

$3.50

$4.50

Passenger must use exact change. Drivers do not carry change. Fare must be
paid in cash or with $5.00/$10.00 tokens that may be purchased from the
Transit Operator or at the Corcoran Depot. Fare must also be paid at the pickup location and not at the drop-off. Children from the ages of 8 years and up
traveling without an adult will need to pay the general fare and not the youth
fare.

IX.

Distracted Driving
In order to increase employee safety and eliminate unnecessary risks behind
the wheel, the City of Corcoran is committed to end the epidemic of distracted
driving and have created the following rules, which apply to any employee
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operating a company vehicle or using a company-issued cell phone while
operating a personal vehicle:
a. The City of Corcoran employees may not use a hand-held cell phone
while operating a vehicle, whether the vehicle is in motion or stopped
at a traffic light. This includes, but is not limited to: answering or making
phone calls, engaging in phone conversations, and reading or
responding to emails, instant messages, and text messages;
b. If a City of Corcoran employees need to use their phones, they must
pull over safely to the side of the road at a safe location.
c. Additionally, City of Corcoran employees are required to:
 Personal cellphone must be turned off or put them on silent or
vibrate before starting the vehicle.
 Consider modifying voice mail greetings to indicate that you are
unavailable to answer calls or return messages while driving.
 Inform clients, associates, and business partners of this policy as
an explanation of why calls may not be returned immediately.
 Transit Operators are not to use personal cell phone during work
hours or while bus is in revenue hours since this may cause a
distraction.
 City issued cell phones may be used when calling a business
looking for passenger and must only do so when bus is stopped
and is safe area.
X.

Driver’s logs and fare box
In accordance Policies and Procedures, all drivers logs and fare box are to be
submitted to the Depot no later than the end of the workweek being Friday or
the day before if City offices are closed due to a holiday.
Page








One
Transit Operators Name
Date of Service
Start Time
Time of Breaks and Time of Lunch
End of Shift Time
Fuel amount and start and end time at fueling station
Indicate when not in revenue hours or revenue miles
 Meeting
 Covering Depot
 At the shop

Page





Two
Pick-up and Drop-off address
Time call was received
Pick-up time
Drop-off time
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XI.

Indicate type of ridership (General, Seniors, Assistant, Youth, General
Handicap)
Indicate type of fare payment (Cash, Token or Day-Pass)
Indicate if pick-up was canceled by Depot or was a No-Show
Number all pages

Deposit: Opening and Closing Records
Cash register should always have a minimum of $100.00 when opening, and
when cashing out for the end of the day sales. The Opening Closing form must
have the total amount of AMTRAK tickets, KART Passes, and CAT Token that
have been sold, the total fare for passengers and are available for the next day
register.

XII.

Vehicle Maintenance
In accordance CAT Policy, bus shall be kept clean and well maintained.
The Transit Operator shall be responsible for the daily inspection and testing
the general operational and mechanical features of the bus including, but not
limited to engine oil level, engine coolant level, tire pressure, turn signals, lights
operation, etc. Each item shall be confirmed operational on the daily Vehicle
Inspection (Pre-trip) and any deficiencies shall be promptly reported and
corrected, an inspection at the end of the day is also required to insure no new
damages have occurred and or no passenger are on the bus. Any safety
deficiencies shall require the bus be immediately placed out-of-service until
repaired. All such deficiencies shall be reported to the Transit Coordinator, and
or the Senior Transit Assistant who will then contact the City Mechanic and fax
a copy of the Vehicle Inspection (Pre-trip). See Attachment A
The CAT bus shall be kept clean and well maintained at all times. The Transit
Operator shall be responsible for washing the interior and exterior of the bus
on an as needed basis as determined by the Transit Coordinator or Community
Development Director. The Transit Operator shall be responsible for inspecting
and testing the general operational and mechanical features of the bus.

XIII.

Certification
The Corcoran Area Transit shall be operated in a manner consistent with
Federal, State, and Local laws. Transit Operators shall maintain the appropriate
California Driver’s License and additional certifications, and current Medical
Examination Reports as required by law. The Transit Operator shall be
responsible for notifying Transit Coordinator of any renewal recertification or
update requirements in a timely manner so as to guarantee the uninterrupted
operation of the CAT service. Transit Operator shall immediately report to the
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Transit Coordinator any traffic violations
qualification to operate the CAT bus.

which

may

jeopardize

their

XIV. Adoption of Standard Operating Procedures.
The Community Development Director may adopt additional standard operating
procedures to implement Corcoran Code provisions relating to Transportation
and these policies.
XV.

Interpretation
These policies and procedures are to be interpreted to maximize both the
efficiency Transit with Federal, State and City Codes. Nothing in this policy
manual shall be interpreted to require the City to act or to refrain from acting
or to establish a standard of care for City Actions.
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ORGANIZATIONAL CHART
COMMUNITY DEVELOPMENT DEPARTMENT
TRANSIT DIVISION

Community
Development
Director
Administrative
Assistant

Transit
Coordinator

Senior Transit
Assistant

Transit
Operators
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Attachment
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DAILY VEHICLE INSPECTION FORM
CITY OF CORCORAN
CORCORAN-AREA-TRANSIT
DAILY VEHICLE INSPECTION FORM
UNIT#
DATE:
TIME:
MILEAGE:
Next
Insp.:

A.M./P.M.

NEEDS
ATTENTION
GAUGES, INDICATORS
&WARNING DEVICES
HORN
WINDSHIELD WIPERS
WINDSHIELD WASHER
DEFROSTER
HEATER
AIR CONDITIONER
PARKING BRAKE
SERVICE BREAKES
SEAT BELTS
SEATS, HANDRAILS
& MODESTY PANELS
MIRRORS & GLASS
DOORS, WINDOWS &
EMERGENCY DOORS
RELEASES
FIRE EXTINGUISHER
FIRST AID KIT
INTERIOR LIGHTS
REFLECTORS
BACK UP ALARM
VEHICLE FLUID
LEVELS
TIRES, WHEELS &
LUG NUTS
WHEELCHAIR LIFT
CUT IN
STATIC
TEST

CUT OUT
APPLIED PRESSURE

WARNING DEVICE
SPRING BRAKE POP UP
COMMENTS:
SIGNATURE:
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OKAY

INSPECTION REPAIR REQUEST FORM

MECHANIC'S
TIME

INSPECTION
REPAIR
REQUEST
UNIT #

Unit Drop Off Date:

Date unit Delivered to City Shop:

Expected
Date:

Unit Delivered By:

Completion

Year/Make of Unit:

Model:

Hour/Odometer Reading:

Department:

Request Made By:

Repairs Authorized By:

Date:

Date:

Repairs Requested:

Normal Service

Other - Explain Below

Repairs Performed:

City Shop

Other Service Facility

If service work performed at other service facility, then include name /location below:

Work Completed By:
Next
Service
Required:________
Person
Notified
Completion:_________

Date:
Inspection/Repairs

of
Date:
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DATE

GAUGES,
INDICATORS
WARNING DEVICES

Mileage

HORN

Change Oil
_______ miles

every
WINDSHIELD WIPERS

Engine
Change - Tested

Oil
WINDSHIELD WASHER

Air Filter
Replaced

CleanedDEFROSTER

Nal. Cool
1 pint each oil change

Add
HEATER

Antifreeze
each oil change

Check

Perry Filter
each oil change

Change

Fuel Filter
every other oil change

Change

AIR CONDITIONER
PARKING BRAKE
SERVICE BRAKES

Transmission
- Add

O.K.

Drive Axle #1
- Add

O.K.

Drive Axle #2
- Add

O.K.

SEAT BELTS
SEATS,
HANDRAILS
MODESTY PANELS

Fan Hub
- N.A.

Bearing

DOORS,
WINDOWS
EMERGENCY DOORS

Yes
RELEASES

Battery
& Check Water Level

Clean
FIRE EXTINGUISHER

Drive Line Every other oil change
Yes - No
Slack Adjusters

FIRST AID KIT
INTERIOR LIGHTS

Oil Hubs - Front
- Add

REFLECTORS

O.K.

Steering Drive Line
other oil change Yes- No

Every
BACK UP ALARM

Steering Gear Box
Drag Link - Tie Rod

VEHICLE FLUID
LEVELS

Rear Suspension

TIRES, WHEELS & LUG NUTS

Grease Top of 5th Wheel
Oil Seals
- Leaking

WHEELCHAIR LIFT
O.K.
CUTIN

Center

Bolts
STATIC TEST

Brake Lining
-30% or less

O.K.

Oil Leaks
- Where

O.K.

Hyd. Filters
3rd Service
Hyd. Fluid Levels

&

MIRRORS & GLASS

Clutch
Throw
Out
and Clutch Linkage

Springs, U-Bolts,
O.K. Needs Repair

&

WARNING DEVICE
SPRING BREAK POP UP
Every
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&

Facility (Depot) Inspection
Community Development
Facility Inspection Worksheet

Department/Division: ______________________________

Date: ___________________

Inspection Completed By: _________________________________________________________________

INSTRUCTIONS: Safety representatives and supervisors should use this form to conduct facility
inspection. Answer each question by checking “YES” or “NO”. If work request is initiated, indicate date.
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GENERAL
Answer ALL that apply
YES
CAL-OSHA poster is posted?
Emergency telephone number for fire and emergency medical services are
conspicuously posted near each telephone?
Electrical circuits are utilized effectively without creating overloads?
Electrical circuits are marked to indicate their purpose?
Extension cords and plugs are in good condition?
Adequate access and working space are provided and maintained?
All places of employment, passageways, storerooms, closets, and service
rooms are kept clean and orderly?
Storage areas are free from accumulation of materials that constitute
hazards from tripping, fire, explosion or pests?
Floors, stairs and handrails are clean, dry and have no protruding nails,
splinters, holes, loose boards or tiles?
Exit signs are provided and all doors that may be mistaken as exits are
appropriately marked?
Designated “Exit” signs are of proper size and visible from all directions?
Fire extinguishers are located within 75 feet of every work area, and are
accessible & visible from several directions?
Fire extinguishers have a current inspection tag?
All employees have received instruction on building fire alarm and
evacuation procedures?
ALL DEPARTMENTS:
Entrances and common areas are clean and clear of any hazards?
Restrooms are clean and sanitary?
Restrooms are adequately stocked?
Soap
Paper Towels
Toilet Tissue
Seat Covers
Please describe any areas that need a work order request:
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NO

COMMENT

OFFICE SAFETY & RECORD-KEEPING
Answer ALL that apply
YES
Desk and file cabinet drawers and bookcase doors are closed when not in
use?
Wall lockers, filing cabinets and other tall furnishings or equipment are free
of objects or materials that could fall?
Furniture and wastepaper baskets are positioned so there are no protruding
parts or tripping hazards?
Paper cutters, scissors, hole punches and staplers are in closed positions
when not in use and properly stored?
Tile, linoleum, laminate, wood and/or carpeted floors are in good conditions
and do not create a hazard?
Do you have a “Joint Loss Management or Safety Committee”?
Are minutes of the committee meetings kept and made available?
Are all occupational injuries and/or illnesses, other than minor first aid
treatments, recorded?
Are all accidents and/or incidents reported?
Do you have disciplinary procedures for violations of your safety & health
rules?
Is one person clearly responsible for overall activities of the safety & health
program?
OCCUPATIONAL HEALTH & ENVIRONMENTAL CONTROLS (All Areas)
Answer ALL that apply
Are emergency numbers posted?
Are first aid kits easily accessible to each work area?
Are quick drenching or flushing of the eyes and body in areas where
corrosive liquids or materials are handled available?
Are all chemicals labeled as to their contents?
All employees are aware of the hazards of various chemicals in the area and
Material Safety Data Sheets are available?
Employees are aware of the requirement to wear appropriate personal
protective equipment when handling recognized hazardous materials?
Personal protective equipment (safety glasses, dust masks, ear-plugs etc)
are provided to employees?
Flammable liquids are stored in approved closed containers or cabinets and
are properly labeled?
Absorbent material is provided for spill control?

Please describe any areas that need a work order request:
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NO

COMMENT

CORPORATION YARD – SHOP & EQUIPMENT SERVICES
Answer ALL that apply
YES
Desk and file cabinet drawers and bookcase doors are closed when not in
use?
Wall lockers, filing cabinets and other tall furnishings or equipment are free
of objects or materials that could fall?
Furniture and wastepaper baskets are positioned so there are no protruding
parts or tripping hazards?
Shop area is generally clean and free of hazards?
Mohawk Lift is clean & working?
Bus Lift is clean & working?
Tools are checked & properly stored?
Oil spills are cleaned?
Oil containers are clean & no leaks?
Used oil containers emptied (shop)?
Used oil filter containers empties (shop)?
Used oil containers emptied (public use)?
Used oil filter containers emptied (public use)?
Trash receptacles emptied?
Traffic-ways are clear of obstacles and debris?
Vehicle parking areas are clearly marked?
Heavy equipment is properly stored and clear of traffic areas?
Equipment and vehicles routinely serviced & repaired?
CORCORAN DEPOT – C-A-T
Answer All that apply
Lobby is clean and sanitary?
Walk-ways and waiting areas are clear of any hazards?
Maintenance room, storage room & break room are clean and clear of any
hazard?
Desk and file cabinet drawers, and bookcase doors are closed when not in
use?
Vehicle parking areas are clearly marked?
Transit coach (bus) loading and unloading zones are clearly marked?
Transit schedules are clearly posted?
Inspection, service and repair of transit coaches are performed as scheduled
(every 45 days & when requested)?
Please describe any areas that need a work order request:
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NO

COMMENT

SAFETY INSPECTION SUMMARY

Date: __________________________________

Department:

Corporation Yard & Shop

Corcoran Depot C-A-T

Buildings-Grounds-Parks

Streets

Water Treatment Plant

Wastewater Treatment
Plant

Summary of site inspection:
Area(s) of improvement:
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________

How will improvement be done and who is responsible:
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________

When
will
improvement
be
completed:
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________

Signature: _________________________________

Department: ____________________________

Date: _____________________________________
121

