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Emergency Contact 
 

In the event of a maintenance emergency please immediately contact: 
 

Chris Moore (Executive Director), 
director@kalamazoo.coop, 

269 330 1010; 
 

or 
 

Andrew Alm (Maintenance Committee Chair), 
andrewalm10@gmail.com, 

269 365 5891.  
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MAINTENANCE COMMITTEE  

PURPOSE 

The Maintenance Committee seeks to maintain, repair and improve our homes to 
continue to provide safe and affordable cooperatively-owned housing in Kalamazoo. 
 
STRUCTURE 

The Maintenance Committee consists of the Maintenance Officers from each Collective, 
a board-appointed Chair, and the Executive Director.  
 

REGULAR MEETINGS 

Maintenance Committee meetings are held monthly. Meetings typically last one hour. 
The Chair is responsible for setting meeting dates and times in cooperation with 
Committee Members. 
 
Meeting agendas (see Appendix A - Templates - Meeting Agenda) shall be prepared by 
the Chair at least 48 hours before a scheduled meeting and shall be digitally filed and 
be accessible for review by KCH staff and members. 
 

MAINTENANCE OFFICER 

A Maintenance Officer is appointed by each Collective to serve on the Maintenance 
Committee and is expected to attend all Maintenance Committee meetings. The 
Maintenance Officer serves as a point-of-contact in coordinating maintenance 
operations at their Collective as needed and may be assigned additional tasks by the 
Chair.  
 
Additionally, Collectives may choose to give additional responsibilities to their 
Maintenance Officer that are outside the scope of the Maintenance Committee (e.g., 
replacing light bulbs). Maintenance Committee Officers, like all KCH members, are also 
invited to assist in maintenance projects as they are willing and able. 
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ADDITIONAL MEMBERS 

The Maintenance Committee may choose to appoint additional members to the 
Committee. Anyone interested in joining the Maintenance Committee should contact the 
Chair. 
 
COMMITTEE REPORT 

The Chair shall prepare a monthly report for the Board of Directors which includes a 
record of all decisions made by the Maintenance Committee.  
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MAINTENANCE REQUESTS 

DEFINITION 

Maintenance requests are any member-requested repairs or modifications to KCH 
property estimated to cost less than $600 and not involve substantial modification to 
KCH buildings or grounds, unless the task is considered an emergency. 
 
SUBMITTING A REQUEST 

Maintenance Requests should be submitted online by any KCH member through the 
KCH Website’s Maintenance page (https://kalamazoo.coop/maintenance). In cases 
where the website cannot be used, contact the Executive Director, or designated 
maintenance staff person, immediately. 
 

EMERGENCIES 

In the event of an emergency, members should contact the Executive Director or 
designated maintenance staff person immediately. Emergency Maintenance Requests 
should be limited to instances where people’s health and well-being may be at 
immediate risk or damage to KCH property is imminent (e.g., furnace failure, water leak, 
gas leak, electrical fault, A/C failure). 
 
In event of a life-threating emergency contact 911 immediately.  
 
If you smell natural gas (a rotten egg or sulfur odor) or suspect a leak: DO NOT try to 
locate the source of the leak. Call 911 and 800 477 5050 immediately. 
 
DUTIES AND RESPONSIBILITIES 

The Executive Director is responsible for overseeing all Maintenance Requests and 
ensuring they are addressed in a timely manner. 
 
The Executive Director shall include in the monthly staff report a list of any recent 
Maintenance Request activity and list all outstanding Maintenance Requests (see 
Appendix A - Templates - Maintenance Staff Report). 
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Each Maintenance Officer is responsible for educating members of their Collective 
about the Maintenance Request procedure. Additionally, each Maintenance Officer 
serves as the point-of-contact for their Collective. 
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PREVENTATIVE MAINTENANCE 

DEFINITION 

Preventative Maintenance (PM) is any regularly performed maintenance task intended 
to ensure KCH equipment and property are safe and functional and to minimize the 
likelihood of failure (e.g., replace furnace filters).  
 

PROCEDURES 

Every PM task intended to be completed by KCH Members, Staff, or Volunteers will 
have a PM Procedure (see Appendix A - Templates - PM Procedure) detailing the steps 
needed to complete the task and the tools, equipment, and PPE required. 
 

MAINTENANCE LOG 

The house Maintenance Log (see Appendix A - Templates - Maintenance Log) shall be 
updated immediately after completion of the PM task.  
 
DUTIES AND RESPONSIBILITIES 

The Executive Director shall include in the monthly staff report a list of any upcoming or 
outstanding PMs. 
 
The Chair is responsible for ensuring all PMs are performed as indicated in the 
Maintenance Schedule. 
 
Maintenance Officers are responsible for ensuring the Collective’s Maintenance Logs 
are up to date. 
 
Committee members are requested to assist with PM tasks where they are willing and 
able. 
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MAINTENANCE PROJECTS 

DEFINITION 

A Maintenance Project is any repair, modification, or improvement to a KCH Property 
that is estimated to cost more than $600 or involve substantial modification to KCH 
buildings and grounds. 
 

PROJECT ESTIMATE 

Every Maintenance Project must have a written estimate which includes a scope of 
work and cost. Any KCH member or staff person may present a project to the 
Maintenance Committee. 
 

PROJECT APPROVAL 

All Maintenance Projects must be approved by consensus by the Maintenance 
Committee before beginning. A quorum of at least 51%  of the Maintenance Committee 
must be present to approve a Maintenance Project.  
 
HISTORIC DISTRICT 

Some of KCH properties are within historic districts. All projects in historic districts shall 
be approved by the historic authority before committee approval. 
 

RESPONSIBILITIES 

The Executive Director shall oversee Maintenance Projects and ensure they are within 
budget and completed as specified. 
 
The Executive Director and Chair shall ensure that long-term maintenance goals are 
being accomplished through projects. 
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INSPECTIONS 

ANNUAL INSPECTION 

An annual inspection of each KCH property must be conducted by the Executive 
Director. An annual inspection includes both a site visit along with an audit of all 
maintenance records for the property since the last inspection (e.g. maintenance 
requests, preventative maintenance logs, city citations). All observations made in the 
Annual Inspection report should have supporting photographic evidence when 
appropriate. 
 
The Maintenance Committee must approve a written plan for the goals and scope of 
annual inspections submitted by the Executive Director each year. 
 
Annual Inspection site visits must be attended by the Collective’s Maintenance Officer 
and conducted by KCH staff as assigned by the Executive Director. Residents of the 
property should also be invited to be present for the site visit if they wish to participate.  
 
Annual inspections should be compiled into an inspection report (see Appendix A - 
Templates - Annual Inspection Report) and digitally filed so that it is accessible for 
review by KCH staff and members. 
 
CITY INSPECTIONS 

KCH Properties are periodically inspected by building officials in order to renew rental 
permits. The Executive Director, or designated KCH staff, shall be present at all City 
Inspections and be present with the building inspector at all times. Maintenance 
requests should be created for any citations found by the building inspector.  
 
Written records of citations should be digitally filed and be accessible by KCH staff and 
members. 
 
INDEPENDENT INSPECTION 

Each property should be independently inspected by a licensed building inspector at 
least once every ten years. 
 
Building inspection reports should be digitally filed and be accessible for review by KCH 
staff and members. 
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DUTIES AND RESPONSIBILITIES 

The Executive Director shall include in the Staff Report (see Appendix A - Templates - 
Staff Report) a list of all recent City Inspection activities.  
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RESIDENT TURNOVER 

INVENTORY CHECKLIST 

All members must be given two blank copies of the Inventory Checklist (see Appendix A 
- Templates - Inventory Checklist) at the commencement of the lease. The Inventory 
Checklist shall be returned to the Executive Director within 7 days after obtaining 
possession of the unit. 
 
Upon termination of a member’s lease the Executive Director, or designated 
maintenance staff, shall complete the Inventory Checklist and assess damages. 
 
LOCKS 

Locks for individual and apartment units shall be rekeyed before a new member takes 
possession of the unit. 
 
CLEANING 

At the discretion of the Executive Director, or designated maintenance staff, individual 
and apartment units shall be cleaned before new member takes possession of the unit. 
 
ABANDONED PROPERTY 

Property left at KCH over 30 days is considered abandoned and is subject to removal 
by KCH staff. 
 
DUTIES AND RESPONSIBILITIES 

The Executive Director, or designated staff, shall coordinate all resident turnover and 
repairs related to damage caused by the previous resident. 
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GROUNDS AND GARDENS 

COMMON SPACE RULES 

Common Grounds are outdoor areas which are available to all KCH members and their 
guests to use. The following rules must be observed in Common Grounds:  
 

1. Quiet Hours 
Quiet hours are in effect from 10PM to 10AM. 
 

2. Pets 
Members are responsible for monitoring their pet’s behavior and are responsible 
for any damage caused by their pet. Dogs must be kept on leashes. 
 

3. Mosquito Control 
Dump any containers containing standing water and store upside down. 
 

4. Invasive Species 
Avoid introducing plants considered invasive into the area. 
 

5. Fires 
Fires should only be in designated areas. Burn only brush and wood from the 
designated burn pile. Notify Maintenance Officer if burn pile needs resupply. 
  
 

LAWN MAINTENANCE 

Lawns should be maintained on a weekly basis; it is the responsibility of each collective 
to care for their own lawn. The Maintenance Committee will direct lawn maintenance in 
KCH Common Spaces. 
 
VEGETABLE GARDENS 

All members are welcome to participate in the vegetable garden. Members should 
consult the garden manager before picking items from the garden to ensure there is no 
overpicking, etc. 
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TOOL USE 

Gas powered and motorized lawn and snow equipment should be stored in the south 
shed. Hand tools, wheelbarrows, etc. should be stored in north shed. 
 
All tools must be checked out before use using the check out system in the sheds. 
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TOOLS, EQUIPMENT, AND SUPPLIES 

TOOL AND EQUIPMENT USAGE 

Maintenance Officers and designated KCH staff have access to all KCH tools and 
equipment. KCH Members may request access to tools through their Collective’s 
Maintenance Officer.  
 
TOOL SAFETY 

Inspect tools before each use. Any tool found to be excessively worn or damaged 
should be removed from service and reported to designated KCH staff immediately. All 
power tools should only be used with GFCI receptacles. 
 
CHECKOUT PROCEDURE 

Tools and equipment must be checked out by Maintenance Officers or designated staff 
according to the procedure posted. Items should be returned promptly after use. 
 
SUPPLY USAGE 

KCH supplies shall only be used for maintenance requests, preventative maintenance, 
and maintenance projects. 
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HEALTH AND SAFETY 

PERSONAL SAFETY 

If, for any reason, a KCH member, staff, or volunteer feels unsafe performing a 
maintenance task, stop working immediately. Always keep in mind the health and safety 
of yourself and all others around you. 
 
PERSONAL PROTECTIVE EQUIPMENT (PPE) 

KCH shall provide all Personal Protective Equipment (PPE) necessary to protect staff 
and volunteers from identified hazards. Some examples of PPE are: 
 

1. Eye protection; 
2. Hearing protection; 
3. Respirator; 
4. Gloves. 

 
KCH Members, Staff, and Volunteers are expected to use all necessary PPE while 
performing maintenance tasks. Anyone found not to be using all necessary PPE may be 
asked to stop working and may be barred, at the discretion of the Executive Director, 
from working on future KCH projects. 
 
LEAD HAZARD 

KCH properties may contain lead-based paints and finishes, which can cause flu-like 
symptoms and brain damage if disturbed. No activity disturbing an area more than 6 
square feet on the interior or 20 square feet on the exterior shall be permitted without 
EPA-certified lead-safe practice supervision. Assume all finished surfaces in KCH 
properties contain lead. 
 
All prospective KCH Members must receive a copy of “Protect Your Family From Lead 
In Your Home” before signing a lease (see Appendix B - Resources - Protect Your 
Family From Lead In Your Home). For leases on properties built before 1978, a lead 
disclosure and warning statement shall be attached to the lease agreement per EPA 
regulation (see Appendix B - Resources - Lead Warning and Disclosure). 
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TOOLS AND EQUIPMENT 

The Executive Director shall limit the availability of any KCH tools and equipment to only 
those who are deemed competent in their safe use. 
 
FIREPITS 

According to city ordinance all fires must be contained in a covered fire pit. Please notify 
nearby residents before using the firepit. Only burn brush from the burn pile, no poison 
ivy, painted or treated wood, plastics, cigarette butts, etc. Do not have fires in times of 
drought conditions. 
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APPENDIX A - TEMPLATES  
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MEETING AGENDA 
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STAFF REPORT 
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PM PROCEDURE 
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MAINTENANCE LOG 
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ANNUAL INSPECTION REPORT 
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INVENTORY CHECKLIST 
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APPENDIX B - RESOURCES 

  

34 of 49 



MAINTENANCE HANDBOOK 
2019-2020 Lease Period 

 
  

35 of 49 



MAINTENANCE HANDBOOK 
2019-2020 Lease Period 

 
PROTECT YOUR FAMILY FROM LEAD IN YOUR HOME 
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LEAD WARNING AND DISCLOSURE 
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COMMUNITY ORGANIZATIONS 
 

Vine Neighborhood Association 
Community Homeworks 

Building Blocks of Kalamazoo 
City of Kalamazoo Historic Commission 

 
 

CITY AND COUNTY SERVICES 
 

Kalamazoo County Household Hazardous Waste Center 
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