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DEFINITIONS:

1) “Health Department” refers to the health agencies designated to conduct lead testing and report results to St. Clair County.

2) “EBL” is the term used for Elevated Blood Lead Levels determined by testing results.

3) “Program Manager” is the agency person responsible for overseeing the Lead Hazard Reduction Program.

4) “SSC” refers to St. Clair County Intergovernmental Grants Department

5) “CDBG” refers to CDBG Operations Corporation.

6) “Client” is the adult household member responsible for filing for lead hazard/repair grant services.

7)  “project” is the collective household that will receive lead hazard/repair grant services.

8) “Intake Specialist”  refers to the agency person responsible for taking the application from the client.

9) “Agency Inspector” refers to the agency person who is licensed as a Lead Supervisor/Risk Assessor and will oversee the project on a day to day basis and report to the Program Manager.

10) “Risk Assessor” is the company under contract to do risk assessments and clearances.

I. CLIENT CONTACT

a. Health Departments test children and refer family to SCC or CDBG.

b. The Intake Specialist will setup the file at the time the application is taken following the file checklist to ensure all proper forms are received.

c. After the Intake Specialist determines eligibility, the file should be given to the Program Manager for review.

d. The Program Manager will then prepare or have the Intake Specialist prepare the approval letter to client.

II. PROJECT IMPLEMENTATION

e. After the file is approved, the Project Manager will send a memo to the Risk Assessor/Inspector who will setup the risk assessment with the client.  Copies of all letters, faxes and/or e-mail printouts must be copied to the file.  

f. The Risk Assessor will complete the risk assessment and make the agency’s inspection report (which will include the repair grant portion, floor plan and room diagrams).

g. Within five (5) days the Risk Assessor will forward the work order to the Program Manager to review and send out to bid.

h. Within 24 hours of the date the bids are due the Program Manager will award the bid to the lowest bidder who meets all necessary program requirements.

i. The Program Manager will send written notification to the contractor and client confirming the bid award.  The Contractor will have five (5) days to contact the Program Manager and schedule the contract signing.  A copy of the letter must be kept in the client file. 

j. The Project Manager will prepare the contract and arrange for a time (at least 2 weeks prior to the start date) to have the contract signed by the Contractor and the client.  At the time of signing the contractor is required to supply the Project Manager with a copy of the “Notice of Commencement Lead Abatement/Mitigation Project” form required to be mailed to the Illinois Department of Public Health (10 to 14 days prior to start date).  A copy of the contract, Worker Affidavit, and the notification will be put in the client file.  

k. The Project Manager will decide at this time if there is a need for relocation and notify the client of findings (the client must be reminded that the child can not be in the home during the remediation process).

l. The day the remediation work begins the client must make arrangements with the Program Manager to pick up the stipend check and have the release signed reminding the client of the same information as stated in “p” above and telling the Agency where the child(ren) will be staying.

m. It will be the Agency Inspector’s responsibility to see that the contractor makes every attempt to complete the remediation within the time specified in the contract (being sure that all proper work practices are being conducted properly).

n. The contractor will notify the Risk Assessor when the project is ready for the clearance. The Risk Assessor is required to  conduct the clearance within four (4) hours of the notification from the contractor.  Note:  If the contractor calls for a clearance and the project is not ready when the Risk Assessor arrives, the contractor will be responsible for the Risk Assessors’ fee.

o. When the Agency Inspector receives the clearance results, and the clearance has passed, the Agency Inspector will contact the client and let them know it is safe to return to the home. 

p. When the Program Manager receives the clearance report, a copy of the report and a project completion letter is sent to the client.

q. If clearance was not achieved the Agency Inspector must notify the contractor immediately and a re-clean must be scheduled.  The contractor will notify the Risk Assessor so that a re-clearance can be scheduled

III. PAYMENT 

r. When the clearance is achieved the contractor will submit the invoice, bond check, and lien waver to the Project Manager for payment.  The agency inspector will submit a Certificate of Final Inspection (signed by the contractor, client, and inspector) before payment is made.  

s. All portion of the work write up identified as repair grant, any rehabilitation program funds, and/or Weatherization Program funds, used as a match, must be recorded.

