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ARROWWOOD HILLS COOPERATIVE

Welcome Co-Owners:


A cooperative remains affordable when its member-residents share in handling the responsibilities of care and upkeep of the community.


Since its inception, Arrowwood Hills has gained decades of experience in building community, sharing responsibilities and maintaining affordability.


In the process, to guide current member-owners and to share the lessons learned, rules and regulations have been added to the governing documents of the cooperative corporation.


This Handbook provides these policies and procedures to all co-owners.  Also provided is a copy of the principle governing documents and copies of the forms needed to stay in compliance with permitted requirements (especially as it relates to vehicle, pet, and alterations and improvements).


When needed, either use the forms provided in this Handbook or pick up another copy of the form you need at the office.  As new versions of any pages are issued, please INSERT the updated pages into this Handbook and discard the outdated version.


An up-to-date version of the Handbook is to be kept on hand and on display in the office waiting room.  Take pride in your property.  Its value depends on you, the member-resident, and on the steadfast efforts of staff and the professionals who assist.

Sincerely,

Board of Directors & Management

It is ILLEGAL TO DISCRIMINATE against any person because of Race, Color, Religion, Sex, Handicap, Familial Status or National Origin.  We also incorporate into our members selection process all other protected classes established by the City of Ann Arbor.  The Fair Housing Act prohibits discrimination in housing and housing related transactions regardless of federal financial assistance.  Section 504 of the Rehabilitation Act of 1973 prohibits discrimination on the basis of disability in any program or activity receiving federal financial assistance from HUD.
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ARROWWOOD HILLS COOPERATIVE

MEMBERS' HANDBOOK

__________________________________________________________

Accommodation “504” Policies & Procedures for Disability Alterations 
(see also Forms & Improvements)

Any “accommodation” or “504 alteration request” must use an Installation/ Alteration  Form (Addendum C) and have documentation of the need. To request  approval,  attach  all  required  information  and  submit  the completed form to the office. 

The  written request  for  a  structural  alteration  (to  accommodate  a special need, e.g., 504  disabilities)  must  be  submitted  to  the Cooperative for  review and  action by the Board or its designee.  Each request  must be  specific, with diagrams, measurements  and  third  party  documentation of  the  need  for  the accommodation.   Alteration  plans  and  “specs”  must  meet  the  local  building code  and  permit  requirements.   The applicant must agree to meet all costs associated with the alteration and the ongoing maintenance thereof. 

At  the  sole  discretion  of  the  Cooperative’s  Board  of  Directors  and  pursuant to written request, “504 Accommodation” requests  may  receive  financial assistance of up to $100, based on need and availability of funds.

Specifications  are  to  include  graphics  and  product  details,  if  possible. No  accommodation  alteration  is  permitted  until  after  the  Application has been approved by the Co-op.

Prior to move-out, members who have made an Accommodation Alteration to their townhouse must deliver (or return) the unit to the Cooperative or next member (purchaser) in an acceptable and fully compliant condition -- or the cost of bringing the unit back into compliance must be borne by the outgoing member. 

If approved alterations have been made and the outgoing member wishes to sell these as a part of the equity (value) of the membership, the membership can be offered at a higher transfer value reflecting the depreciated value of the improvement(s), provided that any "Maximum Transfer Value" as defined in the Bylaws is not exceeded.  Remember: the Co-op's move-out procedures must be followed -- and there is no assurance that the next member will take the improvements or alteration you have made at the value you offer them.  (See also Permits & Move Outs).

Affiliations: Local, State & National
Arrowwood Hills Co-op maintains a "trade association" affiliation with other housing Co-ops through various local, state and national organizations.  In any given year, the Co-op may choose to affiliate with one or more of the organizations listed below.  During its first few decades of service, Arrowwood was typically affiliated with two or three of these associations in any one year.  You can learn more about user-owned cooperative businesses by contacting these trade associations, reading their publications and/or attending their workshops or conferences:  National Co-op Business Association (Washington, D.C.), Midwest Association of Housing Co-ops (Romulus, MI), and National Association of Housing Co-op (Washington, D.C.).
Air Conditioners
Air conditioning may be installed as a townhouse improvement, subject to receiving prior approval on an Alteration Permit.  All of the cost of installing and maintaining air conditioning in a townhouse is the responsibility of the member.  Any central air conditioning unit must be installed by a licensed technician or contractor, including an electrical contractor if 220 volt service is involved. Once central air has been installed, seasonal or more frequent, filter changes become necessary.  These changes are the member’s responsibility.  Window air conditioners may only be used in the kitchen window of two-story units and require an approved Co-op bracket to protect the window frame and siding.  Window A/C cannot be used in bedrooms of two story units due to the requirements of current building codes.  

Damage to any window, wall and the furnace from any A/C installation is the sole responsibility of the member-resident.  In the bedroom of garden-style one-story units, window A/C can be used only when the lower stationery window is removed.  A proper bracket must be installed to protect the window and siding.  Any installation of window A/C must receive prior approval (by Permit application) to ensure that the guidelines are adhered to – and acceptance of responsibility formalized.

For safety and appearance, window air conditioners must be “framed in” with acrylic or tempered glass in any window (glazing) area above the A/C unit.  All weather removal caulk is to be used to make a proper seal.  No cardboard or wood is acceptable as a glazing substitute.  Contact the office if you have further questions about installation procedures.  All window A/C units must be removed during Fall Clean Up (i.e., by mid-November).  Kitchen window A/C can be re-installed as part of Spring Clean Up (i.e.,  after mid-April).  Note: As with any improvement, the resale of an A/C unit (central or window) depends on the usable life of the item and the willingness of the subsequent member to accept the alteration and the depreciated value at the time of resale. Members who add A/C are cautioned that the time needed to market their membership may increase if additional cost is asked.  (See also Permits and Improvements.) 
Alcohol
In keeping with City ordinance, open containers of alcohol are forbidden in all common areas of the Co-op.  Members are advised that beer, wine or liquor containers may only be opened and displayed in the privacy of their own home (or yard).  Violators are subject to a City fine of up to $100 and 90 days in jail.  Co-op sanctions may include assessment of fees and can also be regarded as "cause" for termination of residency (eviction).

Alterations & Additions (See Improvements)
If the Form contained in this handbook (Addendum C) has been used or spoiled, the required Form is available at the office.  On some alterations, the member’s “homeowner’s” insurance will need to be expanded to ensure coverage. At member expense, alterations made without prior approval may, at the discretion of the Cooperative, be removed at the time a unit is transferred or vacated.  Such non-approved alterations cannot be added to the value of a unit at time of transfer or resale.  All members are urged to “do the paperwork”!
Annual Meeting
The annual meeting of the membership is conducted on or after the first Saturday in May.  The purposes of the meeting are to elect member-representatives to the Board of Directors and to handle any other business that may be brought before the full membership.  Article IV of the Bylaws provides a further description of the agenda for the Annual Meeting. (See also Meetings)
Antennas (See also Satellite Dishes)
Any antenna installed outside a townhouse must conform with the requirements for Satellite Dishes.  Antennas installed in attic spaces, must be properly grounded and not of interference to others.  Any connecting wires brought from the outside, must be installed beneath (not across) the siding and enter the unit through a fitted and weather-tight connection made at ground level.   (Note: Whether phone, cable or satellite, the provider is required to comply with Co-op policies.)

 Appliances
(See Refrigerators, Stoves)
Applications (See addendum - Member Selection Plan)
Applications are accepted only when the Waiting List is open.  The waiting list is opened based on the number of move-in and out notices received from member-residents.  Slow turnover is typical. All applications are handled consistent with fair housing laws which prohibit discrimination (see Equal Housing poster in lobby of office.)  If you have questions regarding any aspect of the application process or procedures you encounter at the Cooperative, you are asked to write or speak with the Site Manager.  You may also appeal any decision you receive to the Board of directors for review or write directly to the Board or the management company, confidentially, in care of the office.  You will receive a written reply.
Area Reps (Representatives)
The Cooperative is divided into "areas" of two or more buildings, each of which is served by a voluntary "Area Rep" appointed by the Co-op.  Among other things the Area Reps are encouraged to welcome new Co-op members moving into their buildings, and to obtain and disseminate information about goings-on at Arrowwood.  As a voluntary position, there always seems to be a shortage of Area Reps – so express your interest to the office, if you would like to help.   Through the Area Reps, the office would like to collect info for the newsletter – and gain ideas from members about how the improve the Co-op.   We appreciate your help in outreach – and in the work that goes into building good community communications.  Thank you!

Attic Spaces
All townhouses have a removable access panel through which the attic space above the townhouse ceiling can be entered.  This space is for ceiling insulation and ductwork only.  It is not designed to be used for storage.  Radio, TV or other communications leads or antennas may be installed if in accordance with existing codes and community regulations.  Attic spaces are separated from neighbors by firewalls – and these must not be breached.

Awnings & Building Attachments  
As building attachments, awnings have not been permitted on the exterior of the townhouses. No other items may be hung or attached to or from building exteriors – as the structures themselves are “common” (i.e., community, or Co-op) responsibility.  Structures, such as lattice, held OFF the buildings by approved posts, or by professionally installed brackets, can be approved subject to application and approval of using the proper Alteration/Improvement Form.
Basements (all except 1 bedrooms)
Basements are to be adequately protected against moisture.  If you see moisture on the walls inside the basement, it may be caused by condensation (when warm, moist air comes in contact with cold surfaces).  Opening window vents on dry days will help evaporate condensation; also dehumidifiers have been found to be very effective.  (To discourage mold, indoor humidity levels should remain below 50%.)  Members who finish their basements, or install drop ceiling panels or carpeting are fully responsible for the removal and re-installation of these alterations, if repairs of leaks through the walls of the basement need repair (i.e., all alterations are considered “personal property” of the member-resident – and must also be insured as such).  The Co-op assumes no liability for damage to personal property – including damage, if any, resulting from sewer backups.  Seasonal freezing and thawing, root growth from trees or other ground movement can result in cracks in basement walls.  These will be repaired by the Cooperative, but all personal affects and alterations remain personal, not Co-op, items of responsibility.  Note: cracks in basement walls do not affect the structural soundness of a building.  Report any leaks, for repairs to be scheduled. 

Basement Drains (all except 1 bedrooms)
Installation into the floor drain of an inexpensive "flood guard" (back-up prevention device) can reduce the incidence or severity from any “back-up” that may occur in the townhouse-to-townhouse sewer system.  Many drain odors can be eliminated by keeping the trap in the floor drain filled with water. (You can check yours and add water from time to time to test effectiveness.)  As an extra precaution from sewer back-up damage to personal belongings, you can keep personal belongings and valuables in the basement off the floor.   Wooden pallets are good for this purpose. (Also see Sewer-Back up Prevention)
Bed Bugs Policy (addendum F added or amended Policies)
Board of Directors
A five-person, volunteer, Board of Directors, is elected (as individuals) from the membership to staggered 3-year terms of service.  The Board sets the policies of the Cooperative and has all powers and duties necessary for governance of the Co-op Corporation.  Elections are held at each annual membership meeting -- and the powers and duties of the Board and its members are specified in the bylaws and include:

· Accepting or rejecting all applications for membership and admission to occupancy (either by direct action or through authorized representatives)
· Establishing monthly housing charges based on an annual operating budget and the implementation of contracts and annual operating plans (subject to the approval of HUD/FHA so long as there is a Regulatory Agreement in effect, as there is with HUD as mortgagee)
· Engaging qualified management, legal and audit services for the Cooperative under terms consistent with the Board’s fiduciary duties (and also subject to approval of HUD, as above)
· Promulgating such rules and regulations on occupancy and use of the premises as may be deemed proper and consistent with the Articles of Incorporation, the Bylaws, community rules and the Regulatory Agreement (with HUD/FHA as mortgagee)
· Terminating for cause the membership and occupancy right of any member-resident as may be provided for under the Occupancy Agreement and/or rules of the Cooperative.
As volunteers, members of the Board of Directors serve without compensation; and all are residents and member-owners of the Cooperative (as are members).  Annually, the Board members elect the corporate officers, that is, the Board president, vice-president, secretary and treasurer. 

Board Hearings
A member who has received a Notice of Violation or Termination of Membership/Tenancy -- or who has a complaint involving a management decision -- may appeal the action to the Board of Directors.  This appeal must be in writing (even if it is only to request a hearing); and it must be provided to a member of the Board within 14 days of the decision. After receiving the request, a hearing will be scheduled and the member will be duly notified of the meeting time and place.  (Note: Hearings are not to be used to merely delay or interfere with a court order or other legal process.)
Boats, Campers & R.V.’s  (see also Vehicles)
Boats, trailers and campers are not permitted to be kept on the property of the Cooperative overnight, unless by special short-term permit (maximum of 3-days) issued by the office during summer months.  Due to parking constraints (and a prohibition against such lawn or yard items), off-site storage must be provided for if you own a boat, camper, recreational vehicle or trailer.   (Boats, trailers, R.V.’s and campers are no longer eligible as “second vehicles”.) 

Bylaws
Copies of the Co-op's bylaws are included in this Handbook for co-owner reference.  They are the registered “articles” (policies and general rules) under which the Cooperative is governed, as a Michigan non-profit corporation -- owned and controlled democratically by its users (i.e., its member-residents, thereby making it a "cooperative" of member-owners).  A copy of the Regulatory Agreement between the Department of Housing and Urban Development (HUD), formerly FHA, and the Cooperative is also enclosed.  This agreement influences the governance, policies and procedures of the Co-op, and was executed in exchange for special terms on the Co-op’s original mortgage financing from HUD in 1970 (expires 2010).  (see also, HUD/FHA)

Cabinets & Countertops  (See Kitchen Fixtures)

Car Washing (See also Vehicles)
As a water conservation measure, vehicle washing of any kind on Co-op property is prohibited.  

Carpeting
The carpeting in your townhouse is an item of member-resident responsibility.  You may select and install what you choose.  When you move from your townhouse, however, the next purchaser of your membership may or may not ascribe “improvement” value to your floor coverings (which are otherwise part of the price paid for membership).  In general, floor coverings must be left in clean and suitable condition at move-out – or a chargeback against the selling price of the membership can be made.  (see also, “Move Outs & Transfers”).

         Carrying Charges (See Collections Policies)
The monthly housing fee that members must pay is set forth in the terms and conditions of your occupancy agreement and referred to as "carrying charges".  This monthly payment is due on or before the first day of every month.  Pay only by check or money order. Cash is not accepted. You may mail or deliver your payment to the office, but it must arrive at the office before the 6th of the month to avoid a late charge.  An additional late charge is applied and a court case for eviction authorized if the monthly payment remains unpaid after the 20th of the month.  An after-hours drop box is located in the office door for payments.  Be sure that your name and address are on the payment (and envelope, if any).  If you need a receipt for your records, please request one.

Central Air Conditioning (See Air Conditioning)

Children (See Parenting)

Closets
All townhouses have ample closet space, including a linen closet. There is a large walk-in closet located in the master bedroom.
Clotheslines (See Awnings) are prohibited.
Collections Policies (See also Occupancy Charges)
Please Note:  Failure to pay or repeated late payment of monthly carrying charges is a default under the terms of your Occupancy Agreement. The Cooperative sets rates and fees.  Court and attorney fees related to any delinquency are set by the State and are assessed to your unit. This means they are your responsibility on top of and in addition to carrying charges and delinquency fees.  

1) As written in each Occupancy Agreement, monthly Carrying Charges are due on the first day of the month.  Payments not received in full by 9 a.m. on the 6th of the month are assessed a $10 late charge, unless automatic payment by a third party is provided for.  Payments received after 9 a.m. on the 20th of the month are assessed a $20 second Late Charge.  If either of these dates falls on a weekend or holiday, payments retrieved from the drop box at 9:00 a.m. on the following business day are recorded as received on time.

2) The Co-op does not accept partial payments unless you have a written and approved Payment Agreement to restore your account to fully current status, including any other fees or installments due. Members may request Payment Agreements through the Arrowwood Hills Office.
3) If any check is returned from the bank for insufficient funds, stopped payment, or other reason, the check is returned to the member and we require that it be replaced by certified check or money order.  Late charges will continue to add on until payment is replaced, and there is a minimum charge of $25 for any returned check. Any member who has given the co-op two bad checks during a single year may no longer be allowed to pay by personal check.

4) For late payment of monthly fees, a “Notice to Quit” (give up residence at Arrowwood) is issued the day after the first late charge is applied.  This Notice is required before we can file an action to collect and recover possession of the unit for the Co-op unless full payment is made.

5) If a Notice to Quit remains unpaid as of the 21st of the month, Arrowwood will request a Summons & Complaint through the Co-op’s attorney.  Court costs and attorney’s fees are added to the amount owed, as provided in Article 1 of your Occupancy agreement.  At this point, the member owes to the Co-op all legal fees that are charged, whether or not the member appears in court. 

6) Any Payment Agreement entered into by the member must be paid according to the agreed terms.   An agreement with the Co-op can be made to bring your account current within 30 days of the end of the delinquent month. A payment request for longer than this term (1 late month plus 30 days) must be appealed to the Board or entered as a Court agreement.  A court-ordered agreement involves court and attorney expenses AND can result in summary eviction if there is a failure to pay. A summary eviction means the Court and Sheriff set a quick date for recovery of the unit.

7) Members can appeal court decisions to the Board of Directors – but court actions are rarely overturned! Once a Judgment has expired without full payment as required, a Writ of Eviction is issued and the only leniency typically allowed by the Sheriff the specific day on which belongings are forcibly removed (and locks changed).

8) “Chronically Late” means members who have been more than 30 days late three (3) times in a 12-month period that begins with the first day of the first delinquency. A member whose payment history indicates these repeated delinquencies is subject to Non-Renewal under Article 4 of his or her Occupancy (membership) Agreement. The renewal date of your Occupancy Agreements is the anniversary date of when it became effective (your move-in date).

Committees (See Meetings)

The cooperative encourages members to participate in committees.  Committees are formed with the sanction of the Board of directors to perform certain tasks.   Only members of record in the cooperative can be on a committee.
Complaints
If you are having a problem with a neighbor, or with the Co-op’s service, you are asked to put your complaint in writing for referral to management or the Board of Directors.  A sample Complaint Form is included as Handbook Item #6.  Additional copies are available from the office.  In your Complaint Form, indicate how you have attempted to resolve the matter yourself and why resolution has not been successful.  Although the office will endeavor to keep your complaint confidential, the Co-op cannot guarantee confidentiality; so if you feel there are compelling reasons for not divulging your name, please provide this information in the complaint.  
The Co-op's policy is to not divulge any complainant's name – but rather to use the testimony of Co-op officials by affidavit in the event such direct-experience statements are required in court.  Nonetheless, in court cases or legal involvements, there may be a requirement for first-hand reports, in which case the Co-op will give the complaining party the choice of continuing with the complaint or dropping the case.  Upon verification of any complaint, management will take whatever action is deemed appropriate and within the jurisdiction of the Cooperative.  The complainant and the Board of Directors shall be entitled to receive copies of any notices and violation letters sent in response to a complaint.
Community Center
The Community Center may be rented by members in good standing for non-business events. If the use is before 7:00PM, a member may use the Center one time FREE in each 12-month period, subject to avoiding conflicts with regularly scheduled Co-op programs.  Educational, community service and occasional social events may be scheduled, as long as there is no admission charge or any sale of food or drink.  The center is smoke free and alcoholic beverages are prohibited.  Rates for rental of the Community Center are set and reviewed annually.  Please inquire at the office.  A security deposit is required by certified check or money order.  Arrowwood Hills must also be named as an insured (or Certificate Holder) for private use of its premises.  (Your insurance agent can provide this Certificate to the office by fax prior to the rental.)  Users are responsible for costs of cleaning and/or any repairs.  The use of the Co-op’s TV or VCR, or other hardware are subject to availability; and a nominal user fee and special deposit will be required for extra items rented.  Hours, restrictions, rules and rate changes will be posted or made available by the office to those wishing to rent the Center.  See Current Fee Schedule for details.

Community Rules   (See Addendum  D)  
Curfew (See also Parenting and Loitering)
Unless accompanied by a parent or other registered and approved guardian, youngsters under 18 years of age are not to be outside after 10:30 PM Sunday through Thursday, nor after 12:00PM on Fridays and Saturdays. This curfew is of particular concern during the summer months; but members are required to abide by it at other times of the year as well.

Curtains (See Window Treatments)

Deadbolt Locks (See Security)

Death of a Member (See also Bylaws)
The bylaws and each Occupancy Agreement of the Cooperative provide that a member's rights of occupancy are transferable or assignable to heirs ONLY as agreed to and in accordance with the polices and procedures of the Cooperative.  To facilitate the execution of last wishes, wills codicils and testaments of members (without diminishing the value of a member’s equity in their townhouse or their heirs receipt of benefits they are entitled to, any lawful heir of a deceased member of Arrowwood Hills must go through the membership application and approval process of the Cooperative to be granted the rights of membership and occupancy held by the deceased parent or immediate relative.  In addition, provided that the designated heir(s) qualifies for membership and agrees to all the stipulations of membership the payment of any and all fees that may be due the cooperative pursuant to the passing of the deceased member, it shall be the policy of the Cooperative to grant “transfer” or conveyance of the deceased’s membership to the heir(s).  In the event, the beneficiary does not choose to reside at the Cooperative, the membership and the related townhouse rights of occupancy shall be offered to the next qualified applicant on the waiting list or transfer list of the Cooperative (so long as such a list is maintained).  Members are asked to complete the  beneficiary directive and emergency contact information forms with the office.
Decks  (See Improvements and also Fences & Permits)
An Improvement/Alteration Permit (see attached Addendums) must be submitted to the office and be pre-approved by the Cooperative before any deck or fence work may be done to your townhouse or yard.  All work must be performed in a manner consistent with City Code requirements and any prescribed standards (for deck and/or fence plans) of the Cooperative.  Check with the office. 

Decks must be of decay resistant wood or acceptable alternative, constructed similarly to other decks in the area of your townhouse.   The maximum size for a deck is 12' X 12'.  All liability and maintenance of decks are the member's responsibility, as is any building or grounds damage or repairs that may be needed as a result of the deck or its approved construction.  This acceptance of maintenance and repair responsibility must be recorded as a part of each deck approved for construction at Arrowwood Hills.  As part of the application-approval process for a deck, members must provide the Cooperative with a copy of their homeowner’s insurance policy and maintain this insurance in force.

Deliveries of Merchandise
Neither the Co-op nor its maintenance staff can be responsible for accepting delivery of parcels.  If you do not expect to be home when delivery is to be made, try to have a neighbor receive it.  If that option is not possible, the office can receive goods with written notification and manager approval.  However, such requests are to be the exception in terms of community policy, not the rule.  Contact the office in the event of special circumstances.
Doors - Exterior and interior
Storm doors are a member-owned item; and screens should be changed to storm window glass in Oct/Nov (and back to screens in Apr/May).  Any change in the style to a unit’s entry door (or to the required portal (peephole) or door knocker) must be approved by the Cooperative through use of the Improvement/Alteration Form included in this Handbook as Addendum C.  Similarly, changes in the color of the front door requires the Co-op’s pre-approval, conformance to the approved color chart and submission of the same Alteration Form as above (all available from the office).  
Care and upkeep of all your unit’s doors, exterior and interior, are a member-resident’s responsibility.  This includes care of bi-folds, the patio door wall and the storm door (screens and glass). Any cost(s) of repair or replacement, whether due to abuse or to changes in member-resident preferences, are to be borne by you, as member-resident. You may purchase doors to upgrade the appearance of your unit, however, such decorative upgrades are subject to personal taste (any valuation as an improvement being dependent on the next member’s tastes). 
More on Entry Doors.  Once approved work is complete, any door changes will be inspected by the Cooperative.  All doors must be painted one solid color on the exterior skin of the door.  Painted doors must be restored to a neutral color upon request of the incoming member or the Cooperative.  When a storm door is used, a light color for the entry door prevents the build-up of heat between the doors.  
Exterior door locks: For fire and safety emergencies, the Co-op's office must retain a copy of the key(s) to your townhouse. An interior chain lock is provided by the Cooperative.  If you change your locks for any reason, you must be certain that the Co-op office has a copy for lawful access in cases of fire or safety emergencies. Under the defining use clauses of the Occupancy Agreement, if the required key has not been provided to the office, any and all cost associated with damages or liabilities due to having to enter your unit without a key – including fees related to any delay(s) in scheduled or necessary work – shall be the exclusive responsibility of the member-resident.  In caring for doors, expect squeaking, shrinking or swelling under different weather conditions.  Squeaks can be treated with WD40 or a similar lubricant.  Changes in size may correct themselves in cooler, dryer weather -- or the edges of the door may need to be “planed”, filed or sanded lighted to eliminate binding and allow free movement.  Doorjambs that stick can also be rubbed with a wax lubricant.  When in doubt about how to proceed, call the Maintenance Department.  

More on Interior Doors.   All standard interior doors are hollow-core.  Do not put nails or screws into them, or paint them.  These types of doors accommodate non-screw over the door “hooks” or holders available from hardware stores.  
Bathroom doorknobs equipped with a lock (operable from the inside), can be opened in an emergency from the outside by inserting the end of a heavy-duty paperclip into the pin-hole on the door knob (press against the release mechanism).  For safety purposes, members should familiarize themselves with this locking and release mechanism.  

Bi-fold closet doors are hinged on the outside ends, and are guided in their tracks at the top and the bottom by adjustable hinges (to make level and secure).  If a door jumps out of the track, depress the guide and re-insert the guide pin into the track.  Adjust the placement along the door, if needed.  To upgrade or change styles, you may replace your bi-fold doors at your expense.

More on Patio Doors & Screens:  if broken, like glass in regular windows, door walls & screens are a member-resident responsibility.  Repairs will typically be made “at cost” by the Maintenance Department, due to the requirement for Low-E thermopane glass.  In such cases, cost of the repair will be back-charged to the member.  
With care, many members have been able to make their patio door walls and patio screens last forever.  If there is a seal failure in the thermopane (i.e., if you see condensation between the layers of glass), contact the Cooperative for replacement (under warranty, if possible).  Each has a foot lock and an interior lock, which you can replace with a key lock at your expense, if you wish to do so.  The patio screen comes with four adjustable rollers or pins that allow the screen to slide easily.   To adjust, most require a Phillips-head screwdriver (2 top and 2 bottom).  Also, sliding door or screen tracks must be kept free of debris.  (see also, Windows)
Drapery Hardware (See also Window Treatment Hardware)

When attaching curtain rods or hardware for drapes or other window treatments, use wood screws at least 1 1/4 inches long and locate a wall stud.  If a wall stud is not available and you attach window treatment hardware to the wall between the studs, you MUST use toggle bolts, molly bolts, or similar fasteners, since screws without anchors will not hold.  All damage to a unit’s drywall is the member’s responsibility, and is to be kept in good repair.
Ecology Policies
Co-op members should observe practices that show a concern for the ecology of this 42-acre site and its natural surroundings.  In addition, please help eliminate littering by bagging all trash – and disposing properly of all items you wish to discard.  (Note:  Co-op rules provide for fees to be assessed for mishandling of trash and/or for littering.)  On a positive note, many members have helped to clean areas of the Co-op that seem to need frequent attention.  You too are urged to Pitch In.  Grounds and landscaping improvements are encouraged, with new ones planned each year. The Co-op's land and the area’s you use personally should be "living and enjoyable – and free of human debris".  This can only happen as a result of individual attention and care by – by young and old, and all those in between.

Electrical Panel
The electrical circuit breaker panel is conveniently located in the basement of all townhouses (except 1 bedrooms, where they are found in the storage room).  All circuits are 110 volts.  In most cases (*), there are at least 8 to10 breakers (fused circuits).  If a 220 volt line is needed for an electrical appliance, such as an electric dryer, a licensed and insured electrician is allowed to make the installation (at member expense) after obtaining the Co-op’s approval AND obtaining the proper City permit.  Adding 220v service is considered a tangible improvement to the townhouse, meaning that some value for the upgrade may be able to be recovered in event of future sale of the membership.  If you have an electrical power failure, check your breaker switches to see if one of more needs to be reset. If a circuit is blown, push (or flip) the breaker OFF/ON to reset.  
Each breaker should be labeled, indicating what part of the townhouse it serves.  (In the dark, a flashlight may be needed to find the breaker panel safely.  If the failure cannot be corrected by re-setting breaker(s), call Maintenance at 734-665-3116.  In event of downed power lines, call the utility.

Electric Service (See also Maintenance)
You are responsible for arranging and paying for your own electrical service.  You can call DTE Energy at any time, day or night, for service information and/or electrical problems. If it is your choice to select a different provider, you must arrange for the service directly, as the customer.  If you wish to be assisted with switch or socket problems at your townhouse, you can call Co-op Maintenance (734-665-3116) to see if they handle the work you need.

Emergencies (See Maintenance) 
The “after hours” and weekend emergency phone number for Co-op Maintenance is available from the answering service by dialing the regular number for Maintenance 734-665-3116.  Please do not page or call emergency maintenance when the problem is not of an emergency nature.  Emergencies include:    furnace out-of-order, no electricity (except a general outage), sewer back-up, inoperable refrigerator, no hot or cold water; frozen pipes, gas odor present (call utility – DTEnergy 1-800-477-4747 or www.dteenergy.com) water flooding a unit, or a leaking water heater, NO functioning toilet in the townhouse.
Employees - Treatment of, and Emergencies
Work requests are to be turned in to the office, not to individual employees you may encounter on-site.  Some Co-op employees live on-site for the purpose of handling emergencies; but at no time are they required to conduct Co-op business from their homes.  In order to provide reasonable working and living conditions for staff, the following policies are enforced: 

1. Members are not entitled to contact employees with Co-op business during off-duty hours
2. Members are not to abuse a member of staff either verbally or physically
3. Members who violate these rules are subject to disciplinary action by the Board of Directors. Actions range from a Warning and fines to a Violation Notice that can result in loss of occupancy rights.
For repair emergencies or other business that cannot wait until the next business day, members are to call the 24-hour number (734-665-3116). The answering service will contact the proper person.  There is always one person “on call” for bona fide emergencies.  If any member experiences difficulties with the answering service, the office is to be notified.  The Cooperative has a Personnel Handbook governing employees. This handbook is available for review by interested members in the management office.
Evictions    (see also Renewals & Non-Renewals)
Although every effort is made at the Co-op to create and maintain an atmosphere of “affordability and homeownership", there are a number of conditions which can lead to loss of occupancy rights and, thereby, eviction.  These include such "good cause" reasons as repeated delinquency in monthly payments, the creation (or continuation) of a hazard or unsafe condition in the neighborhood (by a member, or by a member’s guest or visitor), violations of Co-op regulations including but not limited to nuisance and noise problems, or conviction of a felony on Co-op property.  Non-compliance with the terms of your Occupancy Agreement, or failure to carry out your obligations under Michigan's landlord-tenant law, can also result in eviction -- either by court action or the Co-op’s non-renewal of your Occupancy Agreement at its anniversary date.

Extermination
If you require the services of an exterminator for insects or rodents, call the maintenance number 734-665-3116.  There is no extra charge for this service, unless the problem is caused by your negligence or abuse - or unless you fail to prepare your unit on the day the townhouse is scheduled for exterminator service.  If roaches or termites are discovered in a townhouse, the Co-op may have to treat every townhouse in the building.  On such occasions you may have to prepare for exterminator service even if you have not called in or had a pest problem in your unit.  Your cooperation is required in any cases of infestation in your building.  Such service will protect your home and your neighbors.

Family Size
A maximum of two heartbeats per bedroom has been set as the occupancy limit for each Co-op townhouse.   (see also Income Certifications & Item #4)

Fan – Bathrooms
Bathrooms were originally equipped with four-inch exhaust fans (common vent fans) controlled by a wall switch and vented to the outside (through the attic space).  If this original fan fails, the Co-op will replace it with the same original type.  Other fans (as updated) are a member responsibility – and should be cleaned and lubricated periodically to ensure long life.  To clean the fan, remove the bolt in the center of the cover plate.  
Then, unplug the fan by its short cord; remove the wing nut and the fan assembly from the ceiling.  When reassembling, be sure to retighten the wing nut securely. (see also Maintenance Class for Members)

Federal Housing Admin  (FHA) -- Dept. Of H.U.D. (HUD)
In 1970, the Cooperative signed a Regulatory Agreement with this federal agency in return for the mortgage insurance, which made it possible to obtain the most affordable terms possible on the funds borrowed to build Arrowwood Hills Cooperative (40 year term @ 3% APR).  In 2010 the mortgage was paid off and the membership voted to remain a limited equity cooperative in 2011. 
More Historic information:   Because Arrowwood failed to meet its mortgage obligations during its first years of operations, this federal insurance was collected on by the original lender (a private bank) in 1973 -- making HUD not only the Regulator but also the lender, or mortgagee-in-possession. Through the years, the highly advantageous rate of interest on the Co-op's original mortgage was sustained through the hard work of members, the Board and management -- preserving affordability and saving members many dollars every month in occupancy fees.  The Regulatory Agreement will continue through 2010, and the Co-op has agreed to admit persons to membership only if their household income is below designated annual dollar limits equal to ninety-five percent of median income for this area (as varied by family size).  See also Income Certifications and the Regulatory Agreement, itself, enclosed herein as part of the legal documents.

Fees & Violation of Co-op Policies
Written notice of a rule violation is to be provided to the address of any person or persons observed to be in non-compliance with a Co-op requirement or regulation.  In this Notice, specific reference to the rule is made and, whenever possible, a reasonable period of time is given to allow correction of the violation. The amount of a fee is reviewed periodically and notification is distributed to members and posted in the office.  In the event corrective action is not taken to end the non-compliance within the prescribed Notice period, a first fee (typically at least $25) is to be assessed and become immediately due and payable to the Cooperative.  This debit memo or invoice shall be sent as a Second Notice of non-compliance – and provide another opportunity to cure the violation.  Each notice thereafter will double the initial assessment.  After the Third Notice – or if a priority safety or health concern is involved -- a 30-day Notice to Quit (Termination of Occupancy) can be sent.  In the event fees assessed are not paid -- or the violation is not corrected voluntarily -- legal action commences and/or the Cooperative makes the correction at the expense of the violator.  Appeal for a hearing on any Notice or fee assessment must be in writing. An appointment for an appeal hearing will then be scheduled by the Board of Directors.

     Fences (See also Yard Policy & Deck and Alteration Permits)
Before any fence may be installed, an Improvement/Alteration Form must be pre-approved by the Office (and may require review by the Landscape Committee, if active).  Handbook Addendum C – also available from office – is the form to submit a fence request on.  Co-op policy is summarized in the eight-(8) points listed below. All new fences must meet current requirements which are subject to change, so please check for updates.  (Revised, 10-15-2015)
1. Fence construction must be of treated wood, or Co-op approved equivalent.  Consent of neighbors, underground utilities and landscape considerations are all very important.  

2. Backyard fences must follow Co-op specifications.  At present, this means vertical-slat design or an alternative code compliant style specifically pre-approved by the Co-op.

3. Front yard fences have greater restrictions – and, typically, a split rail design.  Again ANY front yard fence must be pre-approved as to design, materials and installation workmanship.  No fence or fence frame may be set next to – or attached – to the building.  The sidewalk approach may not be blocked by a gate, unless it conforms to a pre-approved plan submitted to the Cooperative. 
4.  Any proposal for a 3-sided fence (e.g., around a backyard) must include a gate – and remain an unlocked gate if a serviceable utility connection or meter is within the enclosure.  

5.  To reduce unwanted traffic between adjacent buildings, a majority of members from the two buildings may petition in writing for a building-to-building traffic-control fencing or similarly-purposed landscaping.  End units may request one 8 foot panel if in a high traffic area.

6.  The maximum dimensions of a backyard fence are as follows (still subject to pre-approval using the required Co-op form):




Height -  4 feet plus ground clearance;


     (In the event a privacy fence is applied for and approved, max height is 6’.) 


Length - 16 feet out from rear of your townhouse;


Width  -  maximum width is the width of the member’s townhouse.

7.  Any installation lacking pre-approval (as well as any non-compliant fence) shall be subject to removal by the Cooperative without notice and at member expense.  In event of changes in published policies and properly permitted fences, existing fences that become non-compliant due to changes may be grandfathered-in at discretion of the Board, as AW’s policy-making body.

8.  In the application for a fence permit, the member must agree to accept maintenance and repair responsibility for both the fence and the yard area it encloses. This includes repair responsibility even in even of damage by third parties AND that it is possible that the landscape contractor will NOT mow or trim the yard inside the fence.

9.  Finally, if the fence or yard area is not maintained in good condition, as defined in its sole discretion by the Cooperative, the member may be required to pay the costs of the removal of the structure and restoration of the yard to original condition. 

Fire Extinguishers   (See also Smoke Detectors)
Each townhouse has been equipped with a charged and operable fire extinguisher.  It is the member-resident's responsibility to keep this fire extinguisher charged and in usable condition. To assist you, the cooperative will supply a new extinguisher at its cost annually.  Fire extinguishers are exchanged at the time of your annual inspection or during a service call.  If you prefer to “do it yourself”, bring in your old extinguisher and exchange it during regular business hours or call a service company that recharges fire extinguishers to fulfill this safety requirement.  Having a fire extinguisher has been found to lower the cost of personal rental/property insurance.
Floors
Floors in the kitchen and bathroom are covered with vinyl tile or linoleum.  These can be washed with water and a mild soap, but an excessive amount should not be used since this may contribute to warping by getting the tiles “waterlogged”.  A cleaner which contains a tri-sodium phosphate, such as Spic-'n-Span, is too harsh and will damage most tiles.  A mild detergent will do the job nicely (read the label, please.)  For the best shine, wax your floor with a water-emulsion wax or another preparation especially formulated for your type of tile or flooring.  You may select a replacement tile or linoleum and install it at your own expense, as floor coverings are generally an item of member responsibility (and liability, in the event installation or acceptability does not meet Co-op standards at time of resale or inspection).  If repairs to the sub-floor materials are required, the Maintenance Department can be called to handle the repair without charge (so long as damage is due to structural failure and not to neglect or abuse).  Decorative upgrades may not be transferable at anything other than the standard membership values.

More on Bathroom Floors.  They are not waterproof!  Caution: do not use the shower without placing the shower curtain inside the tub (or closing the shower enclosure).  Water outside the tub can and will leak down through the sub-floor and cause structural damage; and the cost of repairing this damage is likely to be your responsibility due to negligence and abuse. 
Furnace
Your townhouse is heated by a gas-fired forced-air furnace.  Hot air registers are standard floor types with adjustable dampers along the heat ducts and at the floor vents.  The fresh air returns are standard grills with parallel blades that return air through ducts to the furnace.  These heating vents and ducts must be kept clear and be cleaned periodically by you as the Co-op homeowner.  As you know, each member arranges for his or her own natural gas service, through DTEnergy –      1-800-477-4747. You control the heat supply by adjusting the thermostat and, on occasion, the dampers on the registers or ductwork leading from the FURNACE.  Lowering the thermostat at night and when the townhouse is empty will save significant amounts of costly gas – i.e., non-renewable fossil fuel. To prevent water pipes from freezing in winter do not turn heat completely off when temperatures might range below freezing.  Repair of any unit damages due to improper heating are regarded as a responsibility of the member.  
Public utilities have advised that a clogged FURNACE filter increases electrical and gas consumption by as much as 30 percent. You can check on the condition of your furnace filter by simply pulling it out and looking at it.  The manufacturer recommends that the filter be changed at least twice during the heating season – and if you have central air conditioning every 2-3 months year round.   Problems changing your filter? Call maintenance and the Department will be happy to assist you.  Final note:  keep the area five feet (5’) around your furnace and hot water heater clear of obstructions to allow for sufficient air circulation and to avoid fire and safety hazards. Do not build any structures within that area without proper permits.

Garbage Disposal  (See also Maintenance Class for Members)
The garbage disposal is a member’s responsibility.  The garbage disposal under the kitchen sink is a “luxury” that can help a consumer clean-up a kitchen – but can also be hard on a sewer system.  As policy, the Co-op urges its member-residents to use their garbage disposals “sparingly” (i.e., carefully and only as needed) – and NOT to dispose of quantities of cooking oils or grease via the disposal.   Use the trash for oils and grease – and, for that matter, as much organic garbage as you can.  The disposal in the sink can be used for many types of food waste – but it is an item that the Co-op only replaces and repairs at the expense of the member-resident.  Therefore, caution and proper use is recommended.  

More on the Garbage Disposal.
The appliance is controlled by a wall switch.  Be sure to have the water running whenever the disposal is in use.  Items such as bones, bottle caps, corn cobs, glass or cutlery will jam the disposal. Grease, rice, and other food starches have been found to clog the drainpipe. Avoid putting these materials in the sink. Repair or replacement of jammed disposals or clogged drains is charged to the resident-member.   To clear a jammed unit and avoid a maintenance fee, you might do the following:

1. Turn off the wall switch.
2. Reach into the disposal and remove any obstruction.  (Leave it clear.)
3. Insert an allen wrench into the allen wrench keyhole on the underside of the disposal and turn the wrench clockwise (or back & forth, then clockwise) to free the mechanism.
4. Press the red reset button located on the bottom of the disposal (near the allen-wrench hole).
5. Turn the water on. 
6. All clear?  Turn the wall switch on to test operation.
If this procedure does not work, check the breaker (fused circuit) in the electrical panel.  If this procedure does not correct the problem, call for Maintenance Dept. assistance at 734-665-3116.
Gardens (See also Yards and Landscaping)
We have community gardens. Please use these community gardens for the vegetables you grow. Your flowerbeds or townhouse gardens must not take up more than 30% of your yard.  The preferred size of a townhouse garden is a depth of 2’ to 3’ – with a width or length limited by the size of the townhouse, itself (19.5’).  You are responsible for the appearance of your beds and for cleaning and turning over your garden in the fall. In front yards, members are asked to plant flowers, not vegetables for consumption.

Gas (See also Furnace)  
Due to deregulation, consumers can select the provider of their natural gas service.  The Co-op does not recommend any specific service provider.  The Co-op does require that personal townhouse service be maintained in the name of the member-resident – and that all homes have service to prevent frozen pipes.  Violations are considered a default under the Occupancy Agreement and can result in loss of occupancy rights.  Virtually all ranges, water heaters and furnaces at the Cooperative are appliances that operate on natural gas.
Grounds (See also Yards and Landscaping)
As part of its annual budget, the Cooperative provides normal grounds care and lawn mowing.  You, and all members, are urged to help keep our Co-op grounds picked up and in attractive condition by taking responsibility for the areas near your residence.  The more each member does, pitching in and refraining from littering -- the cleaner and healthier our environment will be! 

More grounds advisories.  Do not place or plant anything in the common areas of the Cooperative without prior permission from the Cooperative.  Do not leave toys; picnic equipment or other items where they might hinder mowing or movement of others in common areas.  Do not empty barbecue grills on the ground.  Wading pools must be moved regularly to avoid damaging the grass.  Children are not permitted to slide repeatedly on the grassy hills, as lawn damage results.  (Please use the City Park at the east end of the Co-op.)  The Co-op is not responsible for personal items damaged or lost in the course of normal mowing.  If grass, shrubs or trees are damaged by a member’s actions, or those of a member's guests, children or pets, all costs of repair and/or replacement will be the responsibility of the resident.   Offenses may also result in fines and can be a cause for loss of occupancy rights.
Homestead Tax Exemption For “Seniors”
As an owner-occupied property, all property taxes paid by Arrowwood Hills Cooperative are billed to the Cooperative at Homestead Exempt rates.  In addition, members “over 62 years of age” may be eligible for additional limitations or exemptions.  To inquire, eligible members may wish to call the City Assessor’s office or Legal Services of Southeastern Michigan (734-665-6181).

Hot Water
Each townhouse is equipped with a gas hot water heater with either 30 or 40 gallons of capacity.   To lengthen the life of a water heater (tank) it is recommended that you keep the burner (temperature of the water in the tank) at a moderate or low setting.  This also saves on the consumption of fossil fuels used to continually heat the tank of hot water (even when not in use).  In addition, manufacturers recommend that consumers drain a bucket of water from the tank at least once a year to eliminate reduce rust and sediment build-up.  The drain valve is located near the bottom of the tank where sediment and rust collect.

Houseguests (See Visitors)
Improvements (Alterations & Additions)  (See appendix for forms)
As member investments in their housing, improvements, alterations and additions to the interior characteristics of their townhouses are encouraged.  Each major change, however, must be registered and approved by the Cooperative as to structure and building and neighbor compatibility.  Upgrades to such fixtures as cabinets, appliances, or yard / privacy additions are common.  In other cases, interior structural alterations have been proposed and approved.  Starting at original investment, the value of any townhouse improvement depreciates with time and use.  The Co-op recommends a five-year term of depreciation (of cost), to a “base” improvement value no higher than about 20-25% of original cost.

In any event, be sure to use the Installation / Alteration Form to submit and obtain approval of any modification you propose (see Addendum C).  An important aspect of this form is your acceptance of the maintenance, repair and (if needed) restoration of the alteration – when and if such future work is required.  In most cases, alterations are indeed “improvements” and subsequent purchasers (buyers of your membership at move-out) are quick to recognize your changes as such.  However, the possibility of an alteration or addition not resulting in a higher value for a townhouse is always possible – and Co-op legal documents can require a return of an unacceptable unit to “original condition” if marketability becomes an issue.   The expense of any such “restoration to original condition” for marketability, safety or conformance would have to be covered by the departing member.  Remember: in all transfers and move-outs, the Co-op's Procedures must be followed – as well as the bylaw constraints on Maximum Transfer (Resale) Values (for memberships), so long as they’re in effect (via bylaws & Reg. Agreement).

Income Certification & Surcharges ( No longer applicable) 
By re-certifying your household income each year, you qualify for the lowest, or “Basic”, monthly fees (carrying charges) the Co-op offers.  If your household income exceeds 95% of the median income for an Ann Arbor household of the same size by more than 10% (or if you either fail to recertify or choose to remain "under-occupied" (i.e., less than one resident per bedroom) the Co-op’s Regulatory Agreement with HUD/FHA requires that your monthly cost be raised "10 percent higher than the lowest (Basic) rates.  
This 10% is sometimes referred to as “surcharge rate”, or “market rate” (although the actual monthly rate remains hundreds of dollars per month below comparable townhouse rates in the area).  Members paying "surcharge" are advised to recertify in mid-year if household income is lost – or if additions to the family occur, as either could change the household category and reduce the surcharge rate back to “basic”.   Finally, although members who pay Surcharge Rate are not required to recertify income, all are required to update non-income information, including residency, insurance (homeowner’s), vehicle info, pet info and household composition. 

More on housing assistance.
 For those who lose their jobs and/or where Basic monthly housing costs exceed 30% of household income, the Co-op may be able to assist temporarily through the Section 8 housing assistance program. The Section 8 program is subject to annual renewal and is not guaranteed as a permanent or portable “voucher”.  Contact the office for details or for referral to outside agencies.  (see also Section 8 Assistance)
Inspections 
(See Occupancy Agreement )
The Co-op management staff (and/or furnace inspection personnel), the City of Ann Arbor and the Dept of HUD (or its subcontractors) all make regular unit inspections at Arrowwood Hills.  The purposes of these inspections are to check on unit safety and health conditions, ensure that preventive maintenance needs are being met and to confirm that the Cooperative is in compliance with applicable housing and building codes.  The inspections help to ensure that any hazardous conditions are identified and corrected, and that city codes are observed and enforced.  You will be notified in advance of any scheduled unit inspection or service such as furnace cleaning by contractor.  Staff assists on inspections – and scheduling conflicts can sometimes be accommodated if you wish to be at home for the inspection or service. If the need for a City or other inspection is recurring or caused by neglect or abuse of the townhouse, costs of repeat inspection(s) (or costs to remedy) are charged to you.

Insurance – Personal & Co-op
Buildings and improvements owned by the Cooperative are insured by the Co-op, but Co-op insurance does not cover your personal property or improvements or alterations you have made (and thereby taken responsibility for).   The Co-op’s master policy also does not include liability for your personal actions or personal areas of responsibility as a townhouse resident and co-owner.  

Therefore, to cover personal items and improvements from property damage, and the liability risk related to personal actions or areas of personal responsibility, Arrowwood Hills strongly suggests that all members carry personal “homeowners” insurance, typically known as “H.O. 6 coverage”.  This insurance is also known as “Condo” or even “renters” coverage.  Please provide proof as part of your annual recertification.  
If you have insurance you are to keep this coverage in force at all times (by annual renewal), and as a policy of the Cooperative members who have insurance should provide a copy of the cover sheet for their “homeowners policy” in conjunction with annual recertification (or housing compliance verification).  Failure to maintain the suggested coverage described will not constitute a material breach of the Occupancy Agreement or result in a loss of occupancy rights, while we are under HUD regulations.  You are required to have insurance in order to rent the community center.

Insulation & Energy Efficiency
An energy audit by a utility or private company (such as the Ecology Center) may reveal ways in which you can improve the energy efficiency of your townhouse.  The Co-op encourages members to be aware of their energy consumption and to make any alterations, subject to Co-op approval, which they find will be economical.  City, State, and Federal programs may offer special financing and/or tax credits to Co-op homeowners with qualifying incomes.
Keys / Lock Outs
There is no master key for all townhouses.  To prevent lockouts, keep an extra key (or exchange a key) with a trusted neighbor or local friend.  For fire, safety and/or utility system emergencies, another key to the townhouse must be kept on file at the Co-op’s office (where a lock box with coded key system is in place).  Lock-outs do not qualify as a Fire or Safety Emergency; and there will be a service charge for lock-outs that require assistance of Co-op personnel.  After hours, members are to call a 24-hour locksmith for lock-out assistance.  The Co-op’s service charge for such service can be as high as or higher than the cost of a locksmith.  Access to member keys is also very limited. 
Kitchen Fixtures
Kitchen counter tops are made of Formica and sinks are of stainless steel.  Do not place hot objects on the counter tops since this will burn or blister the Formica.  Use a cutting board instead of cutting on the counter.  Repairs required by neglect or abuse are the member-resident's responsibility.  Like appliances, kitchen cabinets can either be repaired by the Cooperative -- or upgraded as an improvement made at member expense.  To help members upgrade their original cabinets, a special Installment Loan program was established in 1988.  Under this one-time replacement program, the Co-op has lent to qualifying members a portion of the funds needed to upgrade his or her cabinets -- and also to cover HALF the cost of installation labor (so long as the work can be scheduled within normal work loads of employees).  Contact the office for additional information.
Late Fees 
(see Collections Policies)
Lawsuits 
(see also Insurance)
As a member-owned, non-profit corporation, residents cover all costs that are incurred.  Lawsuits against the Co-op are lawsuits against yourself in your role as member-owner.   Costs are the sole determinant of your monthly carrying charges.  With a low history of claims, cost of insurance will be affordable and carrying charges will remain under control.  If claims get out of hand, the reverse occurs.

To help keep the Co-op one of the best housing values in Ann Arbor, members are urged to do two things.  First, you must report any unsafe or dangerous conditions to the office as soon as they are noticed -- before taking whatever personal action might be possible to correct the problem condition.  Second, if and when an incident or injury occurs, make an immediate report of the incident in writing to the office.  See the Site Manager personally, and inform her or him of the details of your own insurance coverage (or lack thereof).

Incidents or problems must be reported in detail to management in a timely manner, that is, at the earliest possible time, so that action can be taken to correct such problems. Only by working together can we help each other and realize the great long term potential of economic cooperation.  Ultimately, the results in a Co-op are up to the members, the residents, ourselves.

Lethal Weapons Policy
Any use, or threatened use, of a lethal weapon by any member or his or her guest or visitor within Co-op grounds or any adjacent property will result in termination of membership and immediate eviction. (Note: it is also illegal to carry a loaded firearm anywhere within the City without permit.)

a. For the purposes of this rule, "lethal weapon" is defined as any deadly weapon, which, by the manner used, is calculated or likely to produce death or serious bodily injury.  This includes, but is not limited to: any and all firearms, any and all hunting knives, switchblades, bows and arrows, machetes, or other knives, baseball bats, etc.

b. For the purpose of this rule, the clause "by any member or his or her guest or visitor" is interpreted to mean that, should any of the above mentioned prohibited acts be done by a member or by someone visiting or invited by a member, then this rule will be deemed to be violated and termination of membership will follow.

c. Should anyone who is registered as a resident of Arrowwood be convicted of committing a crime on Co-op grounds involving a lethal weapon (as above), steps will be taken immediately to terminate the occupancy rights of that person’s household or host at the Cooperative.

d. The same applies to any member who knowingly houses an unregistered person who is convicted of a weapons-related crime (as consistent with other crime and guests-responsibility policies).  Enforcement shall be a responsibility of management and Board.
Lights
Each townhouse unit has a front and rear outside light.  You may wish to keep these lights in operation at night as a security precaution.  The Co-op provides some additional exterior lighting through High Pressure Sodium (HPS) fixtures placed on buildings and poles.  If the electric eye (switch) on these fixtures malfunctions (remaining lit during daylight) or if the light does not operate in darkness, please notify the office so that a repair can be made as soon as possible.

Loitering - see Community Rules, Addendum F
Lost And Found
Any articles found on Co-op property should be turned in, to the office.  Before discarding or conveying the item(s) to the finder, they will be kept for a reasonable period of time to be claimed by their rightful owner, with proper identification.

MAHC (See Affiliations: Local, State & National)
Maintenance
The Co-op budgets its income to provide maintenance on Co-op grounds, the buildings and the original equipment in the buildings and units (townhouses).  To help keep housing costs affordable and increase the homeownership character of the cooperative, all decorating, interior painting, carpeting, drapes and so forth are left to the discretion and control of the member, as are other “interior” or unit items after replacement (usually by the member, as an alteration or upgrade). 

If you need service for equipment maintained by the Cooperative, such as the furnace, the electrical or plumbing systems, the windows, roof, gutters & downspouts etc., call the Maintenance phone number 734-665-3116 allow it to ring into the answering service and follow the prompts. You can also place a work order with the office.  Do not stop an employee on the grounds to ask for service unless it is an emergency.  Please coordinate through the office. 

Extra equipment you may add to your townhouse, such as a washer, dishwasher, dryer, or air conditioner, will not be maintained by the Co-op's staff. Remember, a guideline for Co-op maintenance is: "the more we can do for ourselves as individual members, the lower our housing costs can stay".  

Any repairs due to neglect or abuse are charged to the responsible member, and must be paid in conjunction with monthly fees to avoid late fees and collection actions.  If maintenance fees remain unpaid in the second month after billable work is performed, payment is deducted from the next payment of monthly carrying charges, and any resulting delinquency is subject to late charges and may be cause for eviction (if unpaid or if townhouse abuse is repeated).

Emergency

For Acts of Terrorism, Major blackouts, storms and other acts beyond our control such as fires, please call the proper authorities such as office of Disaster Preparedness or  the Police department (911) and the Fire department (911).   If you have an emergency that threatens the health or safety of your family or property, phone the Co-op's maintenance number (even though it may be after business hours).  The call will be referred to an answering service and relayed to the emergency on-call staff person.  ** Do not call after hours unless it is a health or safety emergency**  All after hours calls involve extra expense and can result in budget increases (which cause monthly fees to rise).

The following situations can be classified as service emergencies (after-hours, call 734-665-3116): 

· furnace out-of-order  (No heat) before 10:00 p.m.
· fire (call the Fire Department first)
· no electricity (except a general outage)
· sewer back-up
· inoperable refrigerator
· no hot or cold water
· gas odor present (call utility – DTE 1-800-477-4747 or www.dteenergy.com)
· water flooding a unit, or a leaking water heater
· NO functioning toilet in the townhouse.

1) Some emergency services are provided by contractors such as Furnace or water heater repairs.  These services are provided up to 10:00 p.m. on weekdays and on weekends Saturday only.  In case of a gas odor or the Carbon Monoxide detector alarming, call the Gas Company.  There may be a service charge and the cooperative is not responsible for that charge.
2) There is always a possibility of Sewer back–ups.  We do not recommend putting anything of value on the floor of the basement.  In the event of a back up, ARROWWOOD HILLS COOPERATIVE IS NOT RESPONSIBLE FOR DAMAGE TO YOUR PERSONAL BELONGINGS. You can add a rider to your homeowners insurance to cover this issue.
3) Members will be charged for costs relating to all non-emergency calls made after hours.  Failure to keep regular service appointments is also subject to assessment of a special fee set by policy.
Maintenance Classes for Members
Periodic classes have been scheduled by Coop staff to assist members with homecare topics of interest.  Videos are available – and members are welcome to suggest a topic of interest to the office, so that the appropriate resource person and Maintenance Class for Members might be scheduled.

Management
Management hired by the Board of Directors conducts the business affairs of the Cooperative.  Management is hired to implement the policies of the Cooperative as set forth in this Handbook, in the Co-op's legal documents (enclosed) or by periodic directive or action by the governing Board.

Meetings (see also Annual Meeting)
The Cooperative's Board of Directors meets regularly in open session (usually twice a month on the second and fourth Tuesday evenings). Meetings generally start at 6:30 PM and are held in the Community Building.  Board meetings can last several hours and, occasionally, agenda items are postponed until a later meeting due to time or information constraints.  When discussing legal or personnel matters, the Board meets in Executive Sessions, private to the Board and parties involved (as relevant).  With the exception of Executive Sessions, meetings are open to members.

If members (other than Board members) want action on a matter by the Board, they must give particulars in writing to the Site Manager or Board Secretary to create an Agenda item.  To give time to present data, research the issue and distribute info to Board members prior to the meeting, a week’s prior notice (to a meeting) is generally required.  If presented for the first time at a meeting, the issue may be assigned to Management or a committee, and thereafter brought back to a subsequent meeting for decision.

The Board of Directors acts also as the "Board of Appeal" when members wish to overturn a decision received from management, or by application of a policy to their personal circumstance.  At any point in time, the Co-op typically has several subcommittees assisting at the direction of the Board.  These committees discuss specific needs, review policies and proposals, seek input from other members or help provide services.  They may recommend particular decisions to the Board.  To express your interest in committee work or a particular issue, contact the office.
Membership Certificate (Office retains original)
When you purchase your membership share (ownership interest & occupancy right) in the Co-op, and have moved into Arrowwood Hills, you receive a Membership Certificate as evidence of your purchase, your ownership and your occupancy right.  Because the Certificate must be turned in when you leave the Cooperative, originals are typically held-in-trust at the office and members receive a copy of the original.  At Annual Meetings of the Cooperative, each member household is entitled to one vote on issues brought to the full membership for a vote, such as the election of representatives to the Board. 

Membership Selection (see Addendum A - “Membership Selection” updated annually)
Motorized Vehicles - see “Vehicles & Parking”
(Referenced also are motorcycles & RV’s, mini-bikes, motorized scooters, buggies, carts, et al) 

Move-Outs -- General Information & Unit Conditions

General Information.
1) Move-outs require resale of your membership to the next occupant of your townhouse, or elective termination based on non-renewal of your Occupancy Agreement 60 days prior to its anniversary (by you as the member-tenant, or the Co-op as the landlord-owner).  Refer to your Occupancy Agreement for details.  If you plan to withdraw from membership, contact the office to obtain the necessary forms and to arrange for transfer/resale of your membership share.  If there is a Waiting List maintained by the Cooperative, as there has been in recent years, resale/transfer of your membership can occur quickly.  Except in cases of non-renewal, you are responsible for all fees relating to your townhouse until the date on which the new member assumes his or her responsibility by signing their Occupancy Agreement (see also Renewals & Non-Renewals)

2) Move-out inspections will be made in the presence of the outgoing member(s) or representative(s) unless no appointment for an inspection has been made (or kept), or a waiver has been executed.

3) The departing member must notify the office of the time he or she wishes the final move-out inspection to be made.  This time must be on a weekday and between 9:00a.m. - noon and 1:00 p.m. - 4:00 p.m. (holidays excluded).  You must turn-in your keys to be officially moved out. 
4) All possessions of the departing member must be out of the unit before the final move-out inspection occurs.  All items remaining in the townhouse following inspection and move-out become the property of the Cooperative and will be removed and discarded at the member's expense.

5) Members are not charged for items damaged due to normal wear and tear, but are to be charged for items damaged by neglect or abuse.  Any dispute over repair costs or unit acceptability to Co-op or Buyer is to be arbitrated by the Board.

6) Any items which are not in conformance with this “Co-op standards” or “original townhouse condition” may be accepted by the purchasing (incoming) member(s), provided that the new member(s) sign an “As Is” statement of acceptance affirming the satisfactory conditions they are accepting.  This statement requires that they accept the responsibility for any future need to return the unit to “Co-op standards” or “original condition as determined by the Co-op” when they leave the unit.  Any such “As Is” statement of acceptance is subject to Co-op approval, and must be signed and approved prior to the final townhouse inspection.

Unit Condition at Move-Out 
(for full membership credit)
1) Townhouse must be thoroughly clean, including floors, walls, windows, appliances and toilet fixtures etc.  All original items must be present and in working condition.  Co-op is to assess full charges for any cleaning required (whether rooms, fixtures & appliances, basement or exterior of unit).

2) Walls must be “ready for finish painting”, that is, clean and free from holes, marks, scratches and bright colors that would require prime coats prior to finish painting.  If painted by the outgoing member, job must be acceptable and free from streaks and smears. (Curtain rod brackets may be left for the next resident to use – or, if removed, walls must be spackled and walls made “finish paint ready”.

3) Unless accepted “As Is”, wallpaper (or other wall coverings of the departing member) may have to be removed and walls refinished and painted.  Due to wall damage, contact paper should never be used on walls, as the cost of removal and restoration belongs to the departing member-resident.

4) Wood floors must be thoroughly clean -- marks, scratches, stains and discoloration may require them to be sanded and refinished.  If occupied under 7 years, the pro-rata cost of the resurfacing may be “charged back” to the departing member (against the sale price).

5) If exposed, any nail holes in the floors and stairs must be properly filed and sanded.

6) Molding -- scratches or paint drips must be retouched or painted, cracked or damaged moldings are to be replaced.

7) Tile floors must be thoroughly cleaned.

8) Basement floors must be swept and cleaned – walls and ceilings to be free from dust and cobwebs.  Each wall must be a solid color, acceptable to the Cooperative.  Stained floors may have to be painted.  All paint used in basements must be concrete paint. Basement stairs and stairwell must be in good repair, as with laundry tubs (cleaning also required).

9) Dryer vents should be cleaned – but may be left in place, provided they are metal.

10) All plumbing must be in good working order and leak free.

11) Tiles and bathroom(s) must be thoroughly clean and free from paint or contact paper; badly chipped, cracked or broken tiles or fixtures are to be replaced.

12) If acquired by the incoming member-resident, the refrigerator must be thoroughly cleaned, defrosted, in good repair, and remain plugged in and running.
13) Similarly, any stove that will remain in the unit must be thoroughly clean, with all grease and dirt removed, and all burners and the oven left in operable condition.  Lift up the stovetop and clean the area underneath.  The broiler pan and rack must be thoroughly clean and left in the stove.  The stove hood cover should be degreased and cleaned.

14) Cupboards must be cleaned inside and out, and have no liners.  Shelves and drawers must be cleaned out and free of liners (unless specifically accepted by the incoming member).

15) All light fixtures, fittings and wall outlets are to be in original condition with usable light bulbs in the sockets.
a) Doors are to have scratches removed by touching up, sanding and varnishing; damaged doors are to be replaced. Unless accepted “As Is”, painted or decorative doors are subject to restoration-to-original at the departing member’s expense.
b) All trash must be removed from the townhouse. Items left will be considered trash, unless prior written arrangements are made with the office or incoming member.
c) All windows and screens are to be accounted for and in good condition.
d) Any yard or exterior siding or porch damage is to be corrected by the departing member.
e) As part of the move-out inspection, carpeting left in a 2, 3, or 4 bedroom townhouse will need to allow for inspection of the wood flooring beneath the carpet.
f) Keys must be returned to the office, or a charge will result to cover the cost of replacing the keys and locks. Locks are always re-keyed when members move out.
If you have any questions regarding specific items on the checklist, please contact the office during business hours.
NAHC  (See Affiliations: Local, State & National)
NCBA  (See Affiliations: Local, State & National)
Nuisances & Noise
Any Co-op resident, who causes continuing annoyance to neighbors, the community or to the operation of the Cooperative, may be subject to fines and termination of tenancy under the terms of the Occupancy Agreement.  All members have the right of peaceable (quiet) enjoyment of their townhouse and the Co-op.  First violations will result in a “Notice” or warning letter.  Subsequent violations will result in fines per occurrence, and may cause non-renewal or loss of occupancy rights.  See Addendum F for more details on these special fees.
Occupancy Agreement
This is the contract between each member and the Cooperative Corporation.  It spells out the rights and obligations of the member to the corporation and of the corporation to the member.  Subject to the forms and conditions of each article in the Agreement, it gives the member the right to occupy a unit, to participate in the government of the Cooperative, and to receive tax and equity benefits that may accrue in return for financial and personal support.  A family is eligible for assistance and admittance only if the unit will be the family’s only residence.  By reference this Member Handbook is included as a compendium of rules and regulations which residents must follow remain in good standing and to receive annual extensions of household-member rights.  (see also RENEWALS & NON-RENEWALS, see also EVICTION).
Occupancy Standards
Occupancy standards serve to prevent the under-utilization or over-utilization of units that can result in inefficient use of housing assistance.  Occupancy standards also ensure that members are treated fairly and consistently and received adequate space. Your unit size is determined by the size of your family.  The unit assigned must be the family’s only residence.   A unit can have a maximum of two persons per bedroom.  Your family size will determine the size unit that will be offered to you.  Occupancy standards are also used in transferring to another unit.

1. One bedrooms – for one to two persons
2. Two Bedrooms for not less than two or more than (4) persons
3. Three bedrooms- for not less than three or more than (6) six persons
4. Four bedrooms- for not less than four persons or more than (8) persons
In subsidized units, changes in family size and characteristics may result in the applicant being moved to the appropriate unit size on the waiting list.  Members in non-subsidized units are eligible to remain in their units, even if their household size decreases but will pay market rate.  

Occupancy verses Abandonment: (See also subletting) If at any time during this Agreement, the cooperative believes in good faith that a member has abandoned the Premises and current carrying charges are unpaid, the cooperative may re-enter the premises and remove the remaining possessions of the member without liability thereof.  If member abandons or surrenders the premises at anytime and leaves personal property there, the cooperative may dispose of it and the member shall reimburse the Cooperative for all costs incurred in that regards.
Office Facilities
The site management and maintenance offices for the Co-op are located at the Community Center, 2566 Arrowwood Trail, Ann Arbor, MI 48105.  During business hours, you may check your account, confer with the manager on any problem, arrange for rental of the community building, or conduct other Co-op business.  Copies of monthly publications, such as the Ann Arbor Observer, are often available at the office free of charge; and a community center bulletin board is available for special short-term notices.   As managing agent for the Cooperative, Marcus Management, Inc. has an office in Farmington, MI and maintains permanent accounting files and back up operations data.  Further information can be obtained by visiting their website at http://ww.marcusmanagement.com or by telephoning 248-553-4700.

Orientation – for new members
An orientation and welcome session about the Cooperative’s policies, Member’s Handbook, Occupancy Agreement and community rules is offered at least three times a year.  All members of new households are urged to attend, and old member interested in current policies and rules are welcome as well.

Painting  (See also Door Policy)

Exteriors are of easy-to-clean vinyl.  Members are asked to keep their entranceways and the siding of their own unit washed and in a stain-free condition.  A sponge and simple soap and water in a bucket are generally all that is needed.

For interiors, members have the opportunity to paint, repaint and decorate to suit personal tastes and budget. (Note:  Interior paint colors must be neutral or off-white in color, or restored-to-neutral at move-out by the departing member.)  Darker wall colors make the space in rooms appear smaller and more confining.  Bright and dark colors are also harder to cover, requiring primer.

The Cooperative is responsible to all who inspect the condition of our townhouses (see Inspections) for insuring proper maintenance. If you decide to paint without the help of an experienced painter, first remove wall fixture hardware and cover plates.  Protect trim with tape, or remove temporarily.  
Spackle any holes and cracks, once repairs are dry, smooth with sandpaper.  Protect floors and furniture with drop cloths. If paint gets on the floor, remove it at once with a rag and appropriate solvent (water for all water-based paints; paint thinner for all oil-based paints).

Parenting
All members are urged to empathize with the challenges and to recognize the importance of giving good care and upbringing to all the children of the community.  Many of our parents are single heads of household.  Activity programs at the Community Center can be valuable ways of providing help, offering alternatives to "the street".  Also, studies have shown that kids can do very well when they have the love and support of even one parent.  Be involved.  Explain the "what" and "why" of community policies -- and the "How" of helping and co-operation.  With caring and sharing, we can make it a better world -- one day and one child at a time! 

Parking 
(See “Vehicles & Parking”, also Occupancy Agreement)
Permits 
(See also, Fences, Decks or alterations)
Co-op Permits – and occasionally City Building Permits -- are required for structural alterations to your unit (inside or outside), as well as for pets (dogs or cats), and for use of the Community Building.  Sample forms are included in this Handbook or available at the office (or from the City of Ann Arbor Building Dept).  You can avoid unnecessary delays in permit approvals by being explicit and thorough in preparing the form.  The purposes of the Co-op Permit process are:

· to employ uniform standards for all members, while protecting the Co-op from liability for actions or  activities of individuals

· to ensure that alterations are structurally sound – and procedures consistent

· to allow both co-owner and Co-op to reflect improvement values (rather than loss of value) in whatever resale’s of membership shares may take place

· to develop and maintain an attractive Co-op standard, particularly regarding exterior improvements.

Personal Property      (See Insurance)
Pet Policies – Revised see Addendum F     Registration & Fee Payment required!
Use forms available from the office (or #2 and #3 in this Handbook) to register your pet(s).  A picture is required of all pets.  Copies of verifications of licenses or inoculations are to be kept by the office.  The Processing Fee per household pet.  ((maximum of two).  This Pet Processing Fee is a one-time assessment that helps defray the cost of allowing animals on-site (rules, paperwork and enforcement actions).  The Processing Fee does not cover any cost of damages your pet may cause either inside or out.

Assistance Animals are registered without cost (e.g., a seeing eye dog).  Liability relating to any pet is the member-owners – and should be covered under homeowner’s insurance.  City, State and Federal Laws prohibiting the keeping of exotic and or dangerous animals apply at Arrowwood Hills and to all members.

1. To avoid extra fees and penalties, registration of a pet must be completed prior to animal arriving on- site.  Thereafter, registration is annual, and includes: 
a. proof of inoculation (or status)
b. identification information (pet picture and description)
c. owner and caregiver details (names, addresses and phone numbers)
d. proof of insurance
e. acceptance of responsibility for the pet (include agreement to clean up after pet)
2. ALL Pets must be inoculated in accordance with State and local Law.  Proof must be provided at registration and updates thereafter during your annual recertification (or household composition paperwork). ALL dogs should have a City of Ann Arbor license.
3. A MAXIMUM OF TWO DOMESTIC PETS is allowed per unit, i.e., 2 dogs or 2 cats or 1 of each.
4. Pet restraint is an owner responsibility.  All Pets must be under the control of a responsible individual while on the common areas of the Co-op.  Pets may not be outside without being under leash control.  All Pets must be under reasonable control by a responsible individual AT ALL TIMES.  Reasonable control is defined as either:  (1) secured by a leash held by the owner or their representative; (2) in the pet owner’s unit or confined in a vehicle. 
Pet owners are responsible for the immediate and proper disposal of all pet waste.   This includes the clean up of grounds, as well as the member’s home and yard.  Owners are required to pick up and dispose of their pet’s waste at the time it occurs, i.e., while walking their dog(s).  

5. Litter boxes are to be emptied regularly and “double bagged” into the dumpster.  Your home and yard should be odor free.
6. NO ANIMAL, whether confined inside or outside, shall be permitted to create unreasonable noise.
7. NO outdoor pet houses are allowed, nor are pet doors in Co-op property.  No Pet stakes may be used to leave the animal outside, nor may a pet be fastened to a tree, shrub or fence.
8. A PET OWNER is responsible for any damage the pet does to the Co-op property, whether inside or outside.
9. No Rottweilers, Pit Bulls, Dobermans or aggressive breeds are allowed on the premises, even visiting.  No animals may be brought onto Co-op grounds that might attack, charge at, or be menacing or aggressive toward any member of the Cooperative, their guests, or other restrained pets.
After receiving a violation Notice or first warning due to non-compliance, an assessment of $25 is applied to any next case of non-compliance with the Pet Policy.  Continued offenses may result in a requirement to remove the pet from the premises, or possible sanctions up to and including loss of occupancy rights. (revised see Addendum F) 
Police Powers
All police powers held by the City of Ann Arbor City police extend onto Co-op property, just as they do onto all other property within City limits.  Do not hesitate to call the police (734-994-2911) if an unlawful or threatening act is observed.  Any individual or household engaged in an illegal or criminal activity, either on or adjacent to Co-op property, is to be prosecuted and/or barred from the Cooperative, even as it might mean the loss of membership investment and occupancy rights.  Members are urged to report illegal activity in the neighborhood -- and to remember that the safest neighborhoods are those that are the most vigilant.  (see also Security)
Pools  
(Wading or water features in a yard)
Wading or yard pools are discouraged by the Cooperative as a matter of policy and for the reasons cited below.  Use of City, or other private pools, is recommended. Any member-resident who elects to set up their own wading pool does so at their own responsibility, risk and liability – subject to the following rules governing the personal actions of member-residents on Co-op property.   The only small pools permitted are those having a water depth of never more than 10” (ten inches), a diameter of less than seven (7) feet and that are confined to an approved yard area of a single townhouse for which there is always a responsible adult supervising use of the wading pool.  In addition, the following three (3) conditions must be satisfied at all times. First, no wading pool may be left with standing water after dusk or overnight.  Second, any wading pool must have continual adult supervision.  Third, all use of a wading pool is subject to the water use rules of the Cooperative and to special water usage fees when applicable. 
Failure to comply with these conditions of use will result in the revocation of the right to use a wading pool at Arrowwood Hills.  (Notes:  Besides the damage a yard pool can do to grass and yards, standing water has been found to be a hazard to health in open and accessible community-living neighborhoods, namely as a breeding ground for mosquitoes and also a potential hazard to infants or children who do not swim, yet might be attracted to open water.)

Plumbing  
  (See also Sewer back-up prevention)
The Maintenance Department will handle many minor plumbing problems and minor leaks.  Members should know where the water shut-off valves are in their units, and have a plunger handy for clearing minor blockages. If caused by member carelessness or abuse, stoppage in the sewer flow – and, therefore, “back-ups” when others continue to discharge waste water down the shared lines -- will result in the cost of the repair (and all related clean-up) being charged to the responsible member-resident.  Water and sewer costs are among the largest items in the Co-op's budget.  Because of this, do not let leaks or dripping faucets go unrepaired. You could be fined for failure to report leaks or loss of water problems.  If you cannot handle the repair yourself, please report the problem immediately to the Maintenance Department, by phoning 734-665-3116 or leaving at note at the office.

Toilets are not equipped to handle paper towels, sanitary napkins, or items which do not dissolve easily in water.  If you cause a drainage problem for yourself or your neighbors, you will bear the cost of correction.  Please note that there can be a build-up of lime deposits in the toilet bowl – and that these can restrict the flow of “flush water” from the tank into the bowl.  Periodically clearing of the water flow passages around the rim of the toilet bowl may be necessary to maintain proper flow.

Principal Residence:
 Your Co-op unit must be your principal residence because the Cooperative’s bylaws require “owner occupancy” and property taxes at Arrowwood Hills are registered as 100% “Homestead Exempt”, subletting (even short term) is not allowed.   This policy is further enforced by HUD-FHA, if a unit is receiving Section 8 subsidy.  The cooperative is a Michigan nonprofit corporation operating as a consumer cooperative.  Under its bylaws, Occupancy of the premise is restricted to Members.  The members will at all times during their occupancy reside in their unit and (including renewals and extensions) comply with the terms and conditions of their Occupancy Agreement, the Members handbook and the Bylaws of the Cooperation.  The Member(s) shall only occupy the dwelling unit described in their Occupancy Agreement as a private, residential dwelling unit for the member and the member’s immediate family.

Noise Reduction & Earphones 
(see also NUISANCES & NOISE)
Whenever the possibility of disturbing others exists, earphones should be used when listening to radios, tape players, or loud music – whether indoors or outside.  This is especially true at night or in early morning hours – again, whether indoors or outdoors.  If noise levels are too high, certain areas may be designated at all times (or merely after dusk) as "Radio Free Zones".  Such areas are to be posted, and anyone abusing a noise-level constraint will be subject to fine or other penalties, per Co-op policies.

City ordinance allows for a fine of up to $100 and 90 days in jail for car radio and noise emissions audible beyond 100 feet. Co-op policies and fines support this ordinance. Keep the “boom” to yourself!

Non-citizen Rules
By law, only U.S. citizens and eligible nationals may benefit from federal assistance (Section 8 subsidy) of monthly housing fees (carrying charges).  All applicants must be given notice of the requirements to submit evidence of citizenship or eligible immigration status at the time of application.  All family members must declare citizenship regardless of age.   The restriction on non-citizens applies to the assistance programs and not to admittance to the Cooperative.
Ranges 
(kitchen stoves)
Each townhouse is equipped with a gas oven and range.  The Cooperative provided the original range – and some member-residents have upgraded and provided their own.  Good care of your oven and stove top is urged.  You should report problems promptly to Maintenance by contacting the office.  Abuse or neglect can make the range a fire hazard – and a source of odors or contamination.  Your oven will operate more efficiently and economically if it is cleaned regularly.  (See also Maintenance Class for Members)

Range Hood 
(kitchen vent fan)
Most range hood units at the Co-op are vent-less; that is, they have a removable filter that must be cleaned regularly to do its job properly.  This multi-layer filter should be checked and cleaned or replaced every six (6) months as needed.  New filters ("Kenmore Clean Cooking System Filters") can be purchased at the Co-op office at cost. The supplier claims that the range hood filters "effectively trap grease 10 to 36 times better than ordinary filters".
Receivables 
(Unpaid obligations to Co-op)
Current members:  Members are sent billing notices at the time any charge is posted to their account.  For example, with a charge for a repair, a legal fee, an NSF or uncorrected rule violation, the member is sent a “Debit Memo” notifying of the charge.  If a follow-up notice is required, it is to be stamped "Legal action may be taken if amount is not paid within 30 days".  This provides you, as the responsible party, with 30 days after being billed to either pay, to make arrangements to pay in installments (e.g., with large bills), or to appeal the assessment in writing to higher authority (i.e., the Board).  Members, whose account balances are overdue more than 30 days, are sent to the Co-op's attorney for collection and appropriate legal action (unless under an approved payment agreement).

Former member accounts receivable:  Members who have moved receive a Settlement Statement of charges against the sale of their membership (within 30 days), and have ten (10) days in which to contact the office to pay any balance owing or make arrangements to do so. After ten days, if the former member has not contacted the office, his or her account can be forwarded to an agency for collection.  After sixty (60) days without action at a Collection Agency, additional legal actions are authorized.  
Money judgments taken by the Co-op in court are valid for ten (10) years and can be renewed for additional terms.  Unpaid judgments can be a serious problem for a person's credit record.

Recertification 
(See Income Certification)

Recycling
The Co-op actively participates in the Ann Arbor Recycling program and urges all member-residents to familiarize themselves with the various aspects of the program and to take advantage of all recycling opportunities.  Curb carts for recyclable materials are currently provided at dumpster pad locations.  Other materials may be taken to the drop-off station on Ellsworth – or the “Reuse” center on South Industrial Hwy.  Help make a cycle of life possible – to help save The Creation, Mother Earth and your environment.  Your grandchildren will thank you.

Refrigerators
Each original townhouse was equipped with a refrigerator – and maintenance and upkeep continues to be provided by the Cooperative when member-residents call in requests for service.  Members can upgrade at their own discretion and expense; and, if upgraded, energy efficient models are recommended.  Routine care and cleaning are expected of the member-resident; and abuse and neglect of appliance care are charged back to member-resident.

Renewals & Non-Renewals of Occupancy Agreements
The Occupancy Agreement is an automatically renewing one-year contract, subject to the renewal or non-renewal option of either party, as set forth in Article 4 of the Occupancy Agreement.  This provides that either the member or the Cooperative may voluntarily terminate the Occupancy Agreement as of the date on which the Occupancy Agreement expires, if 60-day advance written notice is given.  Typically a member's decision not to renew would be based on a decision to move.  From the Co-op's perspective, a decision not to renew a member's Occupancy Agreement is to be based on the member's record of compliance with the rules, regulations, and policies of the Co-op.  For example, persistent failure to pay carrying charges on time is considered to be justification for non-renewal.  Violations of Co-op policies may also be cause for non-renewal, e.g., property damage, persistent noise or nuisance violations, pet problems, vehicle usage violations, etc.  For further details, refer to your Occupancy Agreement (Exhibit C) and to the other sections of this Handbook.

Responsibility Matrix – (See Addendum B)
As a member of the cooperative we have more responsibility for decorating or improving our units in that we are co-owners.  To clarify what you are responsible for and what we are responsible for we have created a chart.  It helps define our maintenance and capital improvement obligations for the future.  Many members continue to improve their units thus enhancing the value of their share.

Road Service -(See Towing)
Road service for your vehicle(s) is not provided by the Cooperative.

Rubbish and Trash
To control litter, trash and outdoor odors, residents are required to dispose of household garbage in plastic bags, using the containers provided by the Co-op.  Recycling containers for cans, bottles, newspaper and corrugated cardboard, etc., are located near the large trash containers (dumpsters).  Use the dumpsters that are provided in each parking area.  Members are to be fined for littering or improperly disposing of garbage, and for clean-up time of staff due to improper disposal practices of a member-resident.  For disposal of large items, the City can be called and curbside pick up will be provided for a fee. Advisory: Record and report license numbers of any person who dumps improperly into Co-op containers.  Unauthorized dumping can result in high special dump fees for the Co-op.

Satellite Dishes (See antennas)
Residents are encouraged to utilize existing cable hook-ups to obtain outside broadcast and high speed internet connections.  In the event that it is desired or necessary to utilize other antenna (e.g., satellite dish) reception, the following rules apply:
· No satellite dish shall be placed on the premises except where it can be located in the member's rear yard (patio) area.
· No dish may be larger than 20 inches in diameter nor the top exceed 4 feet above sidewalk or existing grade.

· In no event shall any such satellite dish or other assembly of any kind or nature be affixed to any part of the building including the roof, deck, courtyard walls, front porch or fence or any portion of the unit's exterior.

· No more than one satellite dish per household.

On petition from a member, the Board may approve a variance of the above rules and restrictions only in the event reception cannot be achieved by the member for his/her unit within the guidelines set forth.

Should a member petition for a variance, the Cooperative reserves the right to obtain an independent analysis of the feasibility of obtaining reception within the restrictions and to require that the member pay the costs, if any, of making a feasibility determination.

In the event the Board grants a variance, the member shall sign a written agreement to assume responsibility for any and all maintenance and repairs may become necessary to the fixtures, structure or equipment involved in providing the service desired and required by the member-resident.
Section 8 Subsidy
To promote diversity in the community and accommodate members that might lose household income, the Cooperative has maintained a contract with HUD that can provides special housing subsidy (Section 8) for a minority of member households.  This program has been renewed annually and its continuance is subject to federal (HUD) allocations and approval.  The subsidy is not “portable” (as are City-issued Sec 8 Vouchers) and the Cooperative’s future participation in the program is not guaranteed.  
The housing subsidy can cover housing costs that exceed 30% of a household's adjusted monthly income.  As a Section 8 recipient, you remain responsible for the full payment of monthly fees to the Cooperative – however, some portion of the monthly obligation is provided by Section 8 on your behalf (based on the paperwork you complete with the HAP provider, Co-op or City).  If for some reason the monthly subsidy payments are not received or are less than required, you are responsible for the balance owing.  Contact the office for details.

Security
The Co-op wants to keep crime and anti-social behavior in and around the community at a minimum.  Neighborhood vigilance (“eyes on the street”), good communication among neighbors and with the office, plus aggressive prosecution of offenders – followed by immediate eviction (loss of occupancy rights) where applicable are the key ingredients.  It is important that individual members do their part to assist in building and maintaining a positive and protective community.  Here are some helpful tips for townhouse security:

· Use the deadbolt lock -- and the peephole in your doorknocker.

· Maintain or upgrade the chain latch that allows the door to be partially opened but still bar entry.

· Place wooden dowels in all first-floor slider window tracks (and the patio door).
· Turn on your outside lights after dark (or use photocell switch).

Ask a neighbor to keep an eye on your townhouse when you’ll be away.  

· Get to know your neighbors and volunteer for Co-op committees, particularly such ones as Neighborhood Watch.

· If you observe suspicious activity, report it to the office or to the police by calling "911". Crime is the lowest in those neighborhoods where residents are the most vigilant AND most aggressive in prosecuting offenders (see Police Powers).

Sewer Back-Up Prevention
To help prevent sewer back–ups “safe consumption” habits are needed both in the kitchen and in the bathroom(s).  In the kitchen, minimize the amount of grease you pour into the drain line -- and also minimize the food products you dispose of through the drain line (garbage disposal).  Use the trash rather than the drain (sewer) system – which all must flow long distances to City treatment and cleaning facilities.  In your bathroom(s), do not flush sanitary napkins, paper towels, diapers, grease, tampons or other items that might block the narrow drain lines.  
Also, take care to see that small children do not drop small toys, tooth brushes, bars of soap, hair blotches or dental floss wads into the toilet.  All have been known to cause “sewer back-ups”.  If something falls into the toilet, reach in and get it out -- rather than try to flush it down.  Also, remember to catch and remove lint build-up and to avoid extra use of soaps in washing and laundry machines.
Sinks and Vanities
The Cooperative has three types of sinks PVC (plastic), enamel and stainless steel – and recommends the stainless steel. Any sink made of porcelain enamel can be expected to chip, while PVC sinks have been known to melt and to stain.  Please exercise caution if you have a porcelain and PVC sink.  Use of a rubber mat to protect the sink is recommended.  To avoid scratches, do not wash either PVC or porcelain sinks with abrasive cleaners.  If stainless steel, avoid leaving cast iron or other metal(s) in the wet sink.  Rust or oxides can form in such cases, becoming embedded. The wood surrounding the sink base can be kept looking brand new by use of a wood cleaner and oil.

Smoke Detectors
Each townhouse is equipped with at least one smoke detector on each floor of the unit (basement, first floor and second floor in 2-story cases).  The smoke detectors are “interlocked” and wired into the electrical panel to always be “on”.  Some also have battery back-up in them (with batteries needing to be changed at annual or biannual intervals).   If for any reason the smoke detector does not work, call the Co-op office and request its replacement.  This will be done at no charge – FREE!  We must be notified, however, if they stop functioning. Disconnecting or otherwise tampering with a smoke detectors is a serious safety violation.  Dismantling or removing a smoke detector is to result in an immediate fee assessment (fine) from the Cooperative – and, if such tampering is repeated, the loss of occupancy rights can result (in addition to more serious fees and penalties).

Snow Removal     (Attention: member responsibility involved!)
With snow removal, streets are salted or sanded as needed.  Streets are cleaned as follows: central streets first, centers of parking lots next, and finally the rest of the parking lots.  Members should own a shovel, especially for their own porch, steps and individual townhouse sidewalk.  Free bags of salt are provided for members in a bin just inside the front door at the office.  

If you need help with your porch or individual sidewalk due to a physical condition or ailment, please notify the office by calling 734-665-3116,  faxing (734-665-2854) or writing.  Members should use sand or ice melt on icy walks and steps.   Remember:  during the winter season, it is a member responsibility to maintain their personal sidewalk, steps and porch(es) (including deck or deck-pads).   Your homeowner’s liability insurance with “Med Pay” should remain in effect to protect you in event of any other person’s slip or fall.
Stairs
The stairs to the second story (upstairs) in your townhouse are made of oak (a hardwood).  These stairs can be cleaned, sealed and varnished or polyurethane just the same as your hardwood floors.  As long as nail holes are properly repaired, if and when the carpet is removed, carpeting may be installed on the stairs, if you wish.  If treads or risers on these stairs – or the stairs to the basement become separated, unstable or broken, it is the member's responsibility to notify the office and request immediate maintenance (734-665-3116).
Storm Doors & Screens
Care and maintenance of storm door and screen inserts are the member-residents' responsibility.  Damage to these townhouse items will typically result in a charge-back to the member.  With care, many members are able to make their storm doors and window screens last forever.   Others seem to require repair every season, due to pets, children, or careless handling.  Please take care with these important but fragile items.  The patio screen comes with four adjustable rollers or pins that can help the patio screen slide easily (Phillips-head screws, 2 top and 2 bottoms).  Also, the track needs to be kept free of debris.

In removing the screen inserts seasonally, they should be handled and stored with care so that breakage or tearing does not occur.  To remove windows, lift up and pull toward you from the inside of the townhouse.  Do not throw out damaged screens or window frames.  Return them to the Maintenance Department. Re-glazing or re-screening will cost much less than the purchase of a new window or screen.

Subletting a Townhouse (See principal residence)
Your Co-op unit must be your principal residence because the Cooperative’s bylaws require “owner occupancy” and property taxes at Arrowwood Hills are registered as 100% “Homestead Exempt”, subletting (even short term) is not allowed.  This policy is further enforced by HUD-FHA, if a unit is receiving Section 8 subsidy.  Illegal subletting will result in non-renewal of the annual Occupancy Agreement AND in loss of occupancy rights (eviction).  Subletting can only be permitted by joint approval of the Co-op and the Department of HUD as follows:  only to an applicant who meets all membership requirements; only by members who are planning a short leave with a clear intention of returning to reside at the Co-op; and at a rate no higher than the member's own monthly carrying charge obligation.
Surcharges   (See Income Certification)

Tax Benefits
If you itemize deductions, you may find it advantageous to deduct your pro-rata portion of the Co-op's annual property tax payments and mortgage interest charges from your Federal Income Tax form.  (Now in the latter years of its 40-year mortgage, however, interest paid annually is much reduced.)  To enable you to analyze whether or not it is in your best interest as a taxpayer to Itemize, before February of each year, the Co-op's managing agent furnishes a statement to assist in calculating the amount that is deductible.  This statement is available to members during normal business hours as of late January.

Television  
(See also satellite and cable)
A television antenna’s usefulness expires on January 31, 2009 when we are all switched to digital. You can choose to subscribe to cable TV or Satellite dish or the new digital signal converter box. (see also Satellite dish, as permits can be granted). As of February 1, 2009, the TV signal goes digital. External antennas are not permitted due to appearance and the possibility of attracting lightning. Please do not allow the any TV enabling company to place wires on the exterior of your unit.  They will be removed or rerouted at your expense.

Tools
Members are urged to obtain and maintain their own hand tools, as needed.  Nonetheless, short-term, limited-use loans of some non-power tools (e.g., shovels, rakes, hoes and push mowers) have been permitted.

Towing  
(See “Vehicles & Parking” – subparagraphs on Assigned Parking)
When found to be in violation of community policies, the Co-op will tow cars at the expense of the member or person who fails to comply or abide by the rules and posted signs.  Towing may be expedited if the vehicle is creating a safety hazard for snow removal or another emergency service to the property (even if that emergency is not imminent).
Transfers 
(See also Membership Selection plan, Move-Out / Unit Condition)
Unit transfers are regarded as “re-sales”, as the Membership Share of each unit is unique (and prices of units vary).  All transfers, therefore, are subject to the Co-op’s move-out policy and must be handled in accordance with resale procedures as governed by the bylaws and Co-op regulations.  Only members of record on a unit’s membership certificate are eligible to have their names placed on the Transfer List.  A resident of an existing household who wishes to occupy his own unit must apply for membership with a transfer as an applicant on the sites waiting list when it is open.   
All requests to be put on the Transfer List should be in writing and must provide proof of change in household size, or other verifiable justification for a transfer (assuming a change in unit size is being sought or a reasonable accommodation for a person with a disability).  Third party verification of the change in household size is required for recertification purposes and deeper housing subsidies.  
The Cooperative does not allow transfers when a resident doesn’t get along with his or her neighbors’; or when a different court or view is preferred, nor so you can add new household members; or to split your household to create a second household.  See Transfer Application.
Those who transfer must be members in good standing, that is, without either a payment delinquency during the preceding six months or a failed housekeeping (or other) townhouse inspection. (Note: townhouse inspections are prerequisites of approval to transfer.) Priority on the Transfer List is by date of application and approval (that is, qualification to be listed depends on when the application was received and approved – and also on the type (size) of townhouse being sought.  (Larger units are less commonly available.)
Each transfer shall be treated as a Move-Out / Move-In  (with each transaction requiring its own “Settlement Sheet”) -- as each unit has a unique Membership Certificate (share in the Co-op) and Occupancy Agreement.   No Occupancy Agreement for one address can apply to a new address.
Any difference between the two resale prices of the units involved must be paid by the transferring member (or credited, if the move is being made to a less expensive membership-townhouse).

In terms of scheduling the physical move, the transferring member is to be given three (3) days to complete their move – and four (4) more days to clean and make “inspection ready” the old unit.  After that week “of grace” for transferring, the transferring member is to either have turned in the keys to the old unit – or be charged a holdover fee of, at minimum, the daily cost of the unit that has been vacated (in addition to the cost of the new unit they have moved to).  
This holdover fee can include costs of the persons otherwise delayed in their move-in – or simply cover the carrying charges after the Co-op’s “week-of-grace”.  In any event, the departing member’s responsibility for the carrying costs, including utilities, of the vacated unit shall continue until such time as move-out maintenance is completed, keys are turned in and the new member’s occupancy has been finalized.  After move-out, the normal Move-Out Inspection occurs (see Move-Outs).  Any items found damaged or not meeting requirements will be charged to the current account of the transferring member – and must be paid in the current month (within 30 days) to avoid penalties.
A transfer fee is charged in all cases.  The fee is higher if the transferring member’s term of residence has been less than three (3) years.  A Resale Settlement Sheet is to be prepared by the office for both the townhouse being left (Resale #1) and the townhouse being moved to (Resale #2).  The parties to each transaction are to receive a copy, or summary statement of the sale price, transfer Fee and charges.  If you have questions as to this procedure, its fees or process, please contact the office.   
Transfer Value   (See Bylaws, Article III Section 8-d)
The value (price) of a Co-op membership carried forward historically and increases slightly each month based on the table in Article III, Section 8-d of the Bylaws.  This schedule is posted in the office and published annually as information to the membership.  The pace of annual increase is set in accord with the Co-op’s operating history.  The bylaw governs resale pricing and procedures (including right of Co-op to repurchase) until such time bylaws are modified.  Changes to the bylaws are constrained by the Regulatory Agreement – which continues so long as the HUD/FHA mortgage remains in effect.

Trash 
(See Rubbish and Trash)
Trellises       (See also Yard Guidelines)
For vines or climbing flowers, members are to install a trellis (off the building) – to avoid siding deterioration.  Submit an Alteration Form (Addendum C) to register the trellis – and to take responsibility for the structure and its maintenance.  Any approved trellis must be secure and not attached to, or damaging, the building.  As with other exterior alterations, your neighbor’s approval may be required.

Trespass Policy
Any persons involved in illegal, unwelcome or criminal activities on the property of the Cooperative can be barred from the property under the Trespass Statutes.   An authorized representative of the Co-op is then to ask the person to leave by reading the Trespass act declaring them a trespasser.   The Police Department of the City of Ann Arbor has been authorized as an agent of Arrowwood Hills for the purpose of reading trespass actions that are authorized by the Cooperative.  Enforcement under trespass action is also carried out by the Police Department.  Non-members are the persons that will be read trespass – for violations that would not be allowed if the individual were a member-resident.

If a non-member has received any substantiated complaint from a member, or disturbed the peace of the neighborhood in such any manner that their presence is an aggravation of the problem, the Board, authorized manager or agent is to invoke the Trespass Statute and have “No Trespassing” read to the individual so as to cause and enforce his or her removal from the property.
Vehicles and Parking  
(Occupancy Agreement Article 22)
Part A – Vehicles.

A member and those in his and or her household shall not keep, nor allow, more than two (2) vehicles on the property of Arrowwood Hills Cooperative at any one time. The Co-op’s fee policy for non-compliance shall apply to all vehicles and parking policies issues, meaning that once a Notice has been issued (and an opportunity to correct the non-compliance given) a fee shall be assessed. Additional actions may also be taken. (See “Fees”).  
1. Parking of a vehicle on Co-op property by anyone other than Arrowwood residents, their invited quests, staff, or people doing legitimate business with the Co-op is strictly prohibited and will result in towing of the vehicle at the owner’s expense.  Any vehicle parked on Co-op property in violation of Co-op rules is subject to towing at the vehicle owner’s expense.
2. The term “vehicle” includes cars, vans, trucks (not allowed if bigger than pick-ups or SUV’s), and any other vehicle used by the member for transportation.  (Note:  the Cooperative may further define the term “vehicle” in the future; and publish any change in definition to the membership.)
3. Members must register at the Co-op’s office every vehicle and each licensed driver.  This is required every time there is a change in vehicle or licensed drivers (or in any event at annual certifications of household composition or income).     In order to have a vehicle on site someone must be a license driver in the household.
4. All vehicles of member households must be Rule Compliant, as follows, if they are to be parked on Co-op property:  (A) be lawfully licensed and in operable condition; (B) display the Co-op’s current registration sticker (obtainable from Co-op office); (C) display proper tags and be insured as required by law; (D) not leak oil or fuel onto Co-op asphalt (as a fee will be assessed and a requirement for asphalt repair, as needed), (E) not be left to stand in a parking space, unmoved, for more than two weeks, unless permission has been granted by the Co-op).  (Note: vacation notification of the office is required when cars are to be left on-site.) 
5. Member’s household is entitled to one (1) parking space -- and to such other parking (for second vehicles) as may be available in designated visitor spaces.  (Reminder:  a maximum of two vehicles per member household are allowed).
6. Parking tags are distributed for all registered vehicles.  Each vehicle must have an authorized AHC parking tag attached to the vehicle’s windshield. Tags are non-transferable.  Tags must be removed when a household registration changes or when a member moves out. Lost or stolen tags will be replaced for a fee (set periodically by AHC).
7. Short-term parking of a trailer, RV, or boat, is NOT permitted without special application and approval.  Inoperative or unlicensed vehicles on Co-op property are PROHIBITED.  Any member wishing to temporarily park an oversized vehicle on Co-op property may only do so with an approved Temporary Parking Permit from the office.  Said special approval permit must be obtained BEFORE bringing a non-compliant vehicle onto the property.
8. Each parked vehicle may only occupy one space and may not extend over the sidewalk or into a traffic corridor.  Only one vehicle may be parked in a space.  Double or piggyback parking is PROHIBITED.
9. Doing vehicle maintenance on Co-op property is limited to small repairs, such as, adding fluids, or air to tires or changing a tire or headlamp.  Changing of oil is prohibited.  Oil spills and improper disposal or container-use have detrimental environmental impacts and damage the asphalt.  Appropriate fees will be assessed to those in violation.  Minor and major repairs are, therefore, prohibited on Co-op grounds.  Cars may not be left unattended on jacks or jack-stands or in any other state that would pose a danger to others in the neighborhood or the normal residential use of all common elements of the Cooperative.  Violators shall be subject to immediate minimum fees of $25 – and repeat offenders a minimum $50 charge.  (Note:  fees shall increase with successive violations and/or by action of the Board of Directors.) 
10. To conserve water, car washing is prohibited throughout the entire year.
11. Accept in event of a maintenance or service emergency – or by special written permission -- no vehicle, including moving trucks, may be driven or parked on the lawns or sidewalks of the Cooperative at any time.   Violators will be charged both for the violation and any costs of restoration or repair of the damaged area(s).  (Note: careful application of sheets of used plywood can protect lawn and pavement from damage due to wheels of vehicles – and use of such materials shall be required when and if written permissions are extended by the Co-op.)
12. When on Co-op property, unreasonable noise from vehicles is prohibited.  This includes, but is not limited to, noise caused by loud stereos, inadequate muffler systems, unattended car or horn alarms or motorized bikes or mopeds, or any other loud noise source.  (see Nuisances and Noise)
An enforcement agency may be hired to help the Co-op enforce its Vehicle rules and Parking policies.  For such enforcement, the Ann Arbor Police are invited to enforce laws on Co-op property and to act as agents of the Cooperative, as needed.

Part B - Assigned Parking

In lots with Assigned Parking, each townhouse is assigned one numbered space (matching their unit number).  The numbered space is for the exclusive use of the members of the corresponding unit AND members are required to use their assigned space as their primary parking spot.  Any vehicle parked in a member’s assigned space without the permission of the member may be ticketed and/or towed at the owner’s expense.  After one parking space has been allocated to each townhouse using the parking lot, all other parking spaces in the Assigned Lot (or “court”) shall be marked “V” for Visitor.  This “Visitor Spaces” are for the second vehicles of member-residents – and for the vehicles of guests who visit members.  They are not to be used for storage of any vehicle.   Other parking rules include the following:

· When a court is assigned, only the residents of that court and their temporary guests may park in the assigned spaces.
· Fees for violations start at minimum $25 and double for repeat offenders.
· Requested changes to a numbered space must be made in writing and approved by management, the Board or the Board’s designated committee or official.
· Spaces are assigned with proximity to the townhouse in mind (walking and, if possible, line-of-sight).  Assignments are to be as fair and equitable as possible, with opportunity for input from member-residents (e.g., a parking assignment meeting).
· Assigned Parking is set up either by special action of the Board of Directors or by written request of more than two-thirds of a court’s (lot’s) members.  Once approved, notices will be given to all members of the court with details as to specific assignments.
· Members of a court with Assigned Parking are responsible for educating visitors and guests, and also for the parking practices of their visitors and guests.
To withdraw from Assigned Parking 75% of the members of the court must sign a petition to withdraw – and the petition must be approved by the Board of Directors.
Part C – Parking Enforcement and Towing
Vehicles parked on Co-op grounds under any of the following conditions will be found in violation of Co-op policy and will be towed at the owner’s expense.  Violators will also be assessed the appropriate Co-op fee according to approved policies at the time of the violation.
	Immediate Tow
	Tag & Tow (24-48 hrs)
	7-Day Tow - Warning

	a.  Those vehicles interfering with:
	a.  In a striped zone or adjacent to a yellow curb
	a.  Unlicensed (or out-of-date registration or plates

	· Fire Department vehicles
	b.  In a complainant’s numbered spot
	b.  Inoperable non-working vehicle(s)

	· Snow removal
	c.  Any other unauthorized space
	c.  Flat tire and left unrepaired

	· Flow of traffic
	d.  Vehicles without AHC registration
	d.  Vehicle not moved in 10 days

	b.  Blocking a complainant’s vehicle
	e.  Leaking oil or gas
	e.  Leaking oil or gas on asphalt (also can be Tag & Tow)

	c.  By a fire hydrant
	
	

	d.  Constituting a safety hazard
	
	

	e.  Blocking access to a dumpster
	
	

	
	
	


To contest a towing or parking fee (such as a ticket for an inoperable condition) -- a vehicle owner must prove within 48 hours of receipt of the ticket that the vehicle was and is in operable condition.   Member-residents whose otherwise legal vehicle(s) that will not be moved for 14 days or more due to travel, illness or other valid reason must inform the Cooperative in writing of the dates and reason that the vehicle will be left unattended.

1. In any of the violation situations listed, members can be charged for towing services at the contractor’s rate.  In addition, a Violations Fee of $25 shall apply to residents if they or their guests violate the Co-op’s parking policies.  This fee shall be doubled for repeat offenders (after first assessment).  (Note:  in event of tow truck show-ups, hook-ups or partial tows, these “partial” costs will be borne by the member-resident found to be in violation, as would any costs related to an impoundment and daily storage pursuant to towing.)
2. If a vehicle must be moved from an otherwise legal parking location because of unusual circumstances; or, if the owner of the vehicle is unreachable or unable to move a vehicle that the Co-op needs to move for an unannounced or unpublished reason, the cost of towing will be paid by the Cooperative.
3. A Notice will be left on vehicles that are unregistered, unlicensed, inoperable or leaking oil or gas onto the asphalt.  Once “tagged” in this manner, the vehicle owner must contact the office within 48 hours.    During the 48-hour period, the owner may make arrangements with the office concerning a reasonable time frame to rectify the problem(s). If no arrangements are made during this time frame, costs and towing will be incurred at the owner or member’s expense.
If a vehicle is towed from cooperative grounds and then returned to the property without rectifying the problems that caused the initial towing, or without making arrangements with the office, it will be towed again without notice – and at a doubling of the assessment (fee).

Part D  -  Alternate forms of transportation
Public bus service is convenient for Co-op residents, with a stop and drop-off station immediately in front on Pontiac Trail.  Check with AATA for your destinations and their schedule.  Information is also available from the office.

Motorcycles are considered a seasonal vehicle.  Registration (obtaining a parking permit) is required to park a motorcycle on-site. It must either use a designated parking space or be parked on the island between the bumper stop and your vehicle.  It cannot interfere with pedestrian traffic.  Motorcycles are not to be driven on the sidewalks or lawns.

No motor vehicles that cannot be legally operated on the streets of Ann Arbor may be operated on Co-op property.  Mini bikes, mopeds, snowmobiles, three wheelers and ATV’s, motorized scooters and skate boards are prohibited from being driven on sidewalks and lawns.  

To endorse safety for riders and others in the community as the primary concern -- all City constraints against the operation of such personal motorized “rides” shall apply to their use in the parking lots or on Arrowwood Trail.  Violators will be assessed a fee for violation of these rules and subject to having the unauthorized “ride” confiscated by the Co-op or Ann Arbor Police.
Part E  -  Special Events Parking at the Community Center 
Special Use and/or Rentals of the Community Center can result in a short-term need (several hours in length) for overflow parking on Arrowwood Trail. To accommodate these special needs, a small parallel parking area has been designated on the south side of Arrowwood Trail (between Courts A & C). Vehicles may only be parked in this area IF the Community Center’s parking lot is full – and only for the duration of the special event.  

Vehicles are prohibited from parking on the Trail overnight.  Posted rules on parking signs are enforced.  The member responsible for the Special Event at the Community Center will be assessed any and all costs associated with parking violations by guests.

 Vinyl Siding 
(See also “Walls”)
Use a mild cleaner and a rag or sponge with water to keep the vinyl siding of your townhouse clean and bright.  Changes in temperature cause vinyl siding to expand and contract.  If any pieces of the siding become damaged or fall, be sure to notify the office immediately so that a work order can be prepared for Maintenance and the problem corrected before further damage occurs.

Violence Against Women Act (VAWA) Of 2013
Owners and Agents cannot deny housing, evict from housing or terminate Section 8 assistance from individuals being assisted under Section 8 if the grounds for eviction is an instance of domestic violence, dating violence or stalking against the member of record or their family member.

Persons claiming protection under VAWA are to complete a Certification of Domestic Violence, Dating Violence or Stalking, Form HUD-5382, and receive this form when the 30 day notice to terminate occupancy is sent, if the mailing or delivery is deemed to be discrete.  The member will have 14 business days in which to return the form, and this form should be conveyed in a discrete fashion.

The definitions of VAWA are very important as to whom a victim is to be protected from and are contained in the HUD Notice.  Management will assist any member in determining if he or she is entitled to legitimate protections under the Act.

Since the Occupancy Agreement of a cooperative cannot be amended for all current shareholders, the Cooperative’s implementation of VAWA shall be effected through these revised Rules and Regulations.  The definition of immediate family member is not limited to, under part (B), persons related by blood or marriage.  HUD previously abandoned its definition of Immediate Family and therefore it will not be applicable while implementing the provisions of VAWA. 

An Occupancy Addendum may be offered to members so that the perpetrator of domestic violence, dating violence or stalking can be evicted from the unit and the victim(s) can stay.  Membership approval issues, however, make this a tricky process.

Visitors
Visitors are permitted for brief stays.  However, any visitor who stays beyond two weeks and/or lacks a permanent residence elsewhere will be considered an illegal occupant – and should be registered pursuant to periodic “certification requirements” of the Co-op’s Regulatory Agreement with HUD/FHA. You are responsible for the actions of your visitors.  Contact the office for Co-op requirements relating to registration of longer-term guests or new residents (Interim Recertification forms may be provided, in the event you are not already paying "Surcharge” rate as your monthly fee).  Both the visitor(s) and his or her host(s) will be subject to eviction under the terms of the Occupancy Agreement, unless all policies regarding illegal occupants, etc. are complied with.

Waiting List
So long as re-sales are handled by the Cooperative, a Waiting List of prospective move-ins is and shall be maintained by the Cooperative.  Existing members receive priority – as “transfers” -- on the Waiting List (referred to as “the Transfer List” in such cases).  The Waiting List is maintained in chronological order and by unit size requested.  The unit size you are eligible for is determined by the number of persons in your household.  A unit can have a maximum of two persons per bedroom.  The unit minimum is one person per bedroom.  The Waiting List is updated monthly.  In order to be placed on the list you must go though an application and approval process. Applications for Co-op residency are given out only when the Waiting List is open.

The Waiting List is opened each year when deemed necessary (each of which is published prior to occurrence).  Applications must be submitted complete with income verifications and supporting documents.  Once you are approved as an eligible applicant, you are placed on the Waiting List.  An approved application will be kept for one year – then “reactivated” at the option of the applicant.   Approved applicants can remain on the Waiting List up to three years.

Wall Coverings Tile & Wallpaper
As with interior decorations, the wall coverings you choose for your townhouse are an item of member-resident responsibility (and removal and restoration of the walls to original condition may be required upon move-out and resale – see “Move-Out”).  In all cases involving significant interior decorating, remember to file and obtain approval using the Alterations Form (available from the office, or as Addendum C herein).  
If reselling, you will want to obtain the incoming member's approval of the condition of the walls in writing, where wall coverings are to be left in place. The bathroom tile is ceramic, and can be easily cleaned with a mild detergent or cleaner. As with tubs, an abrasive cleanser, such as Comet, may scratch the surface and should not be used.  If you need caulking around the tub, a silicone-based bathroom caulk matching the tile or tub color is the type you should use.  Water/shower guards, tub enclosures, and/or shower doors have also been found to be very effective in eliminating water from spilling onto the floor.  This is very important in protecting the floor and ceiling below from water damage (which can be a member responsibility).
Walls – Interior & Exterior
Interior walls are constructed of drywall, with frame studs located approximately 16 inches apart.  Nails or screws put into the wall will hold only if they go into a stud.  A magnetic stud nail finder from any hardware store will help locate studs.  Between studs, a toggle bolt, molly bolt, or other anchor may be used. Upon move-out, however, such items must be covered with spackling, sanded smooth, and repainted by you or at your expense.  Light marks can often be removed by using a mild detergent.  Exterior Wall vinyl siding will discolor or melt if subjected to high heat from grills and outdoor candles.  Do not attach anything to the exterior walls. The vinyl siding can be cleaned with soap and water.  Report damaged or missing siding to the office.

Washers & Dryers
Permit applications (Addendum C) are only required to install a washer or dryer when additional wiring is required, such as 220 volt service, or when a dryer needs to be vented through the wall.  Such installations must be fully compliant with City building code requirements.

Water
The cost of water and sewer service is included in the monthly carrying charge.  Because it is a major expense and results in carrying charge increases based on use, members are reminded to repair leaks and running water problems as soon as they are detected or discovered.  If you the member cannot repair the leak, maintenance staff should be called 734-665-3116 and the problem reported.  If unreported leaks are found during routine inspections, members who have allowed leaks to continue or to cause damage without reporting the leaks will be assessed a fee and liable for the cost of repairs due to damages.  Always call the office to report any water leaks.  (Remember:  washing of automobiles on Co-op property is not permitted.)
Water – Residential
Outside Faucets & Hoses
Every other townhouse (1 in 2) comes equipped with an outdoor water spigot (faucet).  Do not leave water hoses on this outside water spigot when temperatures are below freezing, as ice will form and “back up”, often breaking the plumbing line(s) in the townhouse wall.  Each winter, all members with outdoor water spigots are to close the inside basement valve leading to the outside water spigot – and then open the outside spigot to drain residual water trapped in  the line between the shut off valve and the spigot.  Repair of any line damaged as a result of member neglect will be charged to the responsible member.
a. Water – Wells                
For gardening, landscape and exterior (non-residential) use, the Co-op has installed for co-owners use two water wells.  One is located near the north property line, between Courts E & G – and the other is located near the south property line in Court L.  The wells are opened in the spring, and closed in the winter.  Their purpose is to save on the use of treated City water (which is continuing to cost more as years go by.)  Please use these wells with care, as water will always be a precious resource.

b. Windows
When opening windows, pull evenly on the framing (or tabs) provided.  Press gently around the frame to loosen stuck windows.  Washing windows, of course, is a member responsibility.  To remove windows, lift up and pull toward you from the inside of the townhouse.  Report all broken windows to the Maintenance Department immediately:  734-665-3116.  Broken windows and screens are to be repaired by the Cooperative upon discovery – with the responsible member-unit charged for the cost of the repair or replacement.  Do not throw out damaged screens or window frames.  Return them to the Maintenance Department.  Re-glazing and/or re-screening cost is much less than the purchase of a new window or screen.
Window Treatments
All members are required to have and maintain their own living room curtains or drapes.  Interior drapery colors are members' choice, but the Co-op prefers a uniform exterior appearance.  Thus white backing on window treatments is strongly encouraged.  Blinds are an acceptable alternative to curtains or drapes.  All bedroom windows are required to have blinds, curtains or drapes.  (Note:  white blinds or white backing if drapes or curtains are recommended.)  Sheets or blankets tacked up are not acceptable.  All new move-ins are required to have proper window treatments within 30 days of move-in, or a Notice and fee shall be issued.
Work Order and Emergency Procedures
(See Maintenance)
In the vent you need a work order during regular business hours or emergency service during non-business hours, please follow the procedures below.  Some services may carry a service charge.  Please call 911 for immediate Life threatening emergencies.  The emergency number is 734-665-3116.  A price sheet is posted in the office and updated annually.  There will be a service call charge for coming out after hours for non-emergency calls.  A lock out is not considered an emergency.  You must call a locksmith.  There are also fees for certain services; to change a battery, flip a switch or unplug a sink or toilet.  Call the office and ask for the standard service charge list.  We also charge for problems corrected due to abuse and neglect by a member.
Work Order Procedure (revised 2017)
When a problem arises and you are not able to handle it yourself, call the office and explain in detail what is occurring.  Please do not stop maintenance or office staff on or off the grounds to request a work order.  All service requests must originate from the office or online at http://arrowwoodhillscoop.com/omeaspx.  Please call our regular business number 734-665-3116 for service.  If going on line click on Word Orders on the left side of screen. Follow all instructions to set up your account such as name, address, email address, phone number.

In work details add: a) the work needs to be done; what is broken, what is happening, what is wrong, b) if you prefer AM or PM, 3) let us know we have permisson to enter. 
During non-business hours, limited emergency service is available to members.
When you call for service or we notify you of work needed or an inspection is scheduled, we must be able to gain entry to your home.  If you are not at home we will use our copy of your key.  If you change your lock, you must supply us with a key or be present for the work order.  If there is an emergency, any costs associated with gaining admittance to your home as per the Occupancy Agreement will be charged to your account.  Pets must be corralled in order for maintenance to enter your home.  Our keys are kept in a lock box and not available during non-business hours.  You must be a resident of record and 18 years of age to obtain a key.

When you call the office, the staff will input your service request into the computer.  Non-routine requests will be added to a list kept for contractors or will be scheduled upon notification.  In most cases the work orders are carried out in chronological order, but emergency cases will take priority.  If we cannot complete your work order that day we will reschedule and notify you.  If contact is not made and we don’t return, please contact us.

+When the maintenance staff is assigned a work order they will enter your home.  They will complete the repairs or perform the service noted on the work order.  If they cannot complete the work, a delay will result.  Once we have the parts or resolved the issues, your work will be rescheduled.  Please have the work area clean and accessible.

Accommodations for Work Orders:

Unless you require special assistance, you should not call Maintenance for simple items that you are responsible for.  These items include but are not limited to; changing a light bulb, or resetting a circuit breaker, batteries in smoke detectors, resetting the disposal, etc.  Based on the accommodation requested, your eligibility for either payments arrangements or waivers will be determined and applied to your account.

Yard Policy
Definition.  All Co-op land is owned by the Co-op Corporation.  Use is subject to determinations made and amended from time to time as polices and actions of the governing board.  Each member is allotted use of the land immediately adjoining their unit with restrictions.  Each member’s yard is defined by the width of the townhouse (20 feet). The depth of the yard has minimums and maximums.   
The depth or length is based on the proximity of the neighbor (or adjacent common areas). If the townhouse is on the end of the building the yard has 3 sides—front, back and side (the side being approximately 30 ft. long). This allowable depth and stipulations for the maintenance of yards is regulated by the Co-op’s Rules and by polices adopted by the Board.

The cooperative reserves the right to define your yard space and grant waivers when necessary for the common good.   Common or community areas are under the domain of the cooperative.  No alterations of any type are allowed without consent of the cooperative.

Minimum yard area is defined as the area within the 12 feet of the front and back walls of your townhouse.  The sidewall is limited to 4-6 feet, if an end unit.  If your front yard is less than 12 feet, you may be eligible for additional allowance either on the side or back of your unit.  As a member your household is responsible for keeping this area picked up and free of clutter, yard waste rubbish and /or materials that are offensive in smell and appearance to others in the community.  Office staff enforces this guideline.  Non-compliance results in a Notice of Non-Compliance and if not corrected, in fees and penalties consistent with Co-op rules.

Maximum yard area is defined as the area with in 24 feet of the rear ( Patio ) wall of your unit and is restricted in  one of three ways: (1) by the location of sidewalks (or pathways that serve more than one unit (2) by the halfway point to the neighboring townhouse (such that space remains for a community pathway, as needed along the halfway point; or (3) by the use of the common areas and spaces that adjoin each member’s yard.   The maximum length of the front yard is 12 feet or to your common area sidewalks.

Note: Restrictions:

 Within 36 inches of the foundation of the townhouse, only flowers and shrubs may be planted.  Shrubs may be no higher than 10 feet (first story) - and may not impact the building or its foundation.  Planting beds (flowers & greens)  may span the length of your unit but only extend a maximum of four feet (4’) from the building.  On end units, this same dimension applies. 

Community Garden areas are provided for members who wish to grow vegetables.
Any shrub or tree, regardless of size, that has a root system that is found to threaten or damage a foundation wall (or rubs against a building exterior) is to be removed so that it does not impact the building or the building’s foundation.

Trellises are an alterative intended to make hanging or climbing plants possible without impacting the buildings.  For approval, however, an Alteration Permit must be submitted and approved by the Co-op.

Seasonal awnings are an alteration that may only be installed if an Alteration Application (Form #1, herein) is submitted and approved by the Co-op.  (No permanent awnings or awnings attached to the building are recommended for structural and maintenance reasons.)

Yard Trees installed by the member become Co-op property upon installation.  The Co-op retains the right to prune, relocate and or remove any tree in Arrowwood Hills, at any time, even if the tree is located within a unit’s minimum (12”) yard area.

Tree planting on common areas is recommended as a planned annual activity of the Co-op or its designated committee.  Hardwood and street trees with strong autumn colors are preferred.  Evergreens are acceptable in selected open areas, especially where visual screens between buildings improve the sense of privacy for residents.

If you do any digging you must call Miss Dig first to identify buried cable or utility service lines.  Any damage due to neglect is your responsibility. The phone number for "Miss Dig" 1-800-482-7171.
If you move, please do not try to sell plantings to the next incoming member, regard them as your legacy toward the beautification of the Cooperative and its grounds. 
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Membership Selection - Assisted Housing

                  Arrowwood Hills Cooperative
          Rev. October, 2017
Addendum A

Member (Tenant) Selection Criteria

The Board of Directors of Arrowwood Hills Cooperative, Inc. has recently revised its Member (Tenant) Selection Criteria to conform to recent federal regulations announced under its United States Department of Housing and Urban Development Transmittal Handbook No. 4350.3 Rev-1.  In order to qualify for membership and occupancy at Arrowwood Hills Cooperative, Inc., or add family members to the existing family, applicants and/or members must comply with all of the following program, occupancy and membership criteria:

Program Eligibility:

The applicants seeking housing in Arrowwood Hills Cooperative, Inc. must first qualify for its Program Eligibility.  Arrowwood Hills Cooperative, Inc. was organized under Section 221(d)(3) (now “Affordable Market Rate”) of the National Affordable Housing Act, as amended, and participates in HUD’s Section 8 Housing Assistance Program.  Therefore, all applicants must meet either the market rate program requirements if not participating in the Section 8 program or the Section 8 program requirements, as may be required.

· Section 8 Program, Income Limits:  The family’s annual income, when qualifying for occupancy under the Section 8 Program must not exceed the very low income limits established and published by HUD.  The very low-income limit is 50% of the area’s published median income. The family’s annual income, when qualifying for occupancy under our Section 8 housing program must not exceed the low-income limits established and published by HUD.  The low-income limit is 80% of the area’s published median income.

· Affordable Market Rate Income Limits: The family’s annual income, when qualifying for occupancy under the Affordable Market Rate Program, must not exceed more than 95% of the median income for the Washtenaw County MSA – Metropolitan Statistical Area.  In addition, the family’s income must be not less than 3 times the Cooperative’s monthly housing fee (carrying charges).

· Disclosure of Social Security Numbers:  The applicant and all household members must disclose social security numbers assigned to them.  Failure to do so will result in an applicant not being admitted or a household’s tenancy being terminated.   When a child under the age of 6 years is added to the assistance applicant’s household within a 6-month period prior to the date of admission, the assistance applicant may become provided that an official third-party document showing evidence of the Social Security Number is received within 90 calendar days from the date of admission to the program.  Please see the attached social security guidelines.

· Consent Forms:  All adults in the applicant’s family must sign an Authorization for Release of Information prior to receiving assistance and annually thereafter.
· Restrictions on Assistance to Noncitizens:  Only U. S. Citizens or eligible non-citizens may receive assistance under Section 8.  A Declaration of Citizenship form prescribed by HUD must be completed and signed by all program participants at the time of application. All family members, regardless of age, must declare their citizenship or immigration status.  Citizenship and Immigration Status will be reviewed during all annual interim recertification processes and verifications will be processed through the Department of Homeland Security under the DHS SAVE program.  Proof of citizenship for U.S. citizens is a Declaration of Citizenship.  Non-citizens 62 years and older provide a signed declaration of eligible noncitizen status and proof of age.  Non-citizens provide a signed declaration of eligible immigration status, a signed consent form and Form I-551, Form 1-94, or DHS evidence of application for issuance of a replacement document. Additionally, HUD regulations do permit for a family to receive pro-rated assistance for circumstances when some family members are U.S. Citizens or eligible non-citizens and some family members are ineligible. Such applicants with eligible and non-eligible family members may apply and receive pro-rated assistance.  Total ineligible non-citizen’s families must pay market rate.  

· Restrictions on Eligibility of Students:  The US Department of HUD has established a number of qualifying requirements and restrictions relative to a student’s ability to receive Section 8 housing assistance.  Please see the attachment to these Member Selection Criteria for qualifying details.

· Family’s Only Residence:  The unit for which the family is applying must be the family’s only residence and the family must receive assistance only in that residence.

· Payment Obligations:  The applicant must agree to pay the carrying charges as determined by the program requirements under Section 8 programs. 

· Verifications:  All information reported by the family is subject to verification.

Community Eligibility:

Once it has been determined that an applicant qualifies for assistance under HUD’s Section 8 housing programs, a determination will be made as to whether or not the applicant and family member satisfy the following selection criteria. Arrowwood Hills does not operate with an elderly restriction nor does it operate with any local, non-federally mandated preferences.

· The applicant(s) must be at least 18 years of age or older.

· The applicant(s) must complete all application documents, signing where required and be truthful in providing all application information.  An application in considered complete when all information has been provided on the forms provided in the application packet and all forms have been properly signed and dated by the applicant(s).  All applications shall be date and time stamped when complete.  Applications are accepted in the Resale Office on Mondays, Tuesdays, Wednesdays and Fridays.  Application documents are also available on-line.

· The applicant’s family income cannot exceed the program income limits established by HUD at the time of application and at the time of the initial move-in

· An appropriate size unit based upon the number of family members must be located upon the premises. The occupancy standard for Arrowwood Hills Cooperative mandates that the applicant and family members not at a minimum be equal to one heart beat per bedroom and at a maximum be two heart beats per bedroom. An exception to this occupancy standard would be permitted if the applicant, in his or her own discretion, determined that three children could share the master bedroom, which is larger than the other bedroom(s) in the unit. Another exception to the aforementioned occupancy standard would be where an applicant, or a member of the applicant’s family, requests as a reasonable accommodation, as defined under Section 504 of the Rehabilitation Act of 1973 or the Fair Housing Amendments Act of 1988, that an additional bedroom be allocated for such purposes, i.e. a single person occupying a two bedroom unit or 2 persons occupying a two or a three bedroom unit. An applicant may request to be placed on more than one unit size waiting list provided the applicant(s) satisfies the above unit size requirements for which the applicant(s) qualifies. 

· The applicant or any member of his/her family may not have any criminal action or illegal drug activity being processed by any law enforcement agency or municipality at the time of application or at the time of move-in.  Any history of felonious activity or convictions for physical violence against property or persons, have a history of felonious activity or convictions related to forced entry, breaking and entering, robbery or the use of a firearm in the commission of a crime shall be considered as a condition for rejection of an application provided the history or record meets the guidance provided by HUD and/or the Department of Justice. Conviction of sexual criminal conduct of any magnitude which requires lifetime registration on a state’s sex offenders list for any household member is a condition for automatic rejection of the application.  

· The applicant(s) must submit to an investigation of his/her/their credit history.  Applicants with collection activity (except in the case of medical collections), extended credit (when the total minimum monthly payment for all debts coupled with the applicable carrying charge, utility charges, estimated food, clothing and incidental living expenses, exceeds the applicant’s monthly income) or a delinquent payment history for any obligations (continually making late payments) shall be sufficient for the Cooperative to deny and otherwise reject a membership application.  

· Arrowwood Hills reserves the right to delay the request of credit history information, at its sole discretion, predicated on the length of an existing waiting list for various unit sizes, and to ensure that a complete credit history is known prior to the applicant’s move-in.  Other credit history items that shall result in application rejection are; Judgments or evictions from previous housing/landlords, Tenant Integrity Program violations, unpaid Judgments and unpaid delinquent accounts.
· The applicant(s) and all persons who will occupy the residential housing unit shall not have any history of being evicted from any federally assisted housing community for drug-related criminal activity. Exceptions shall be considered if the person involved in drug-related criminal activity will not reside in the residential housing unit or upon receipt of third party verification that the person who was involved with the drug-related activity was successfully rehabilitated under an approved, supervised drug rehabilitation program.  Otherwise the application will be rejected.

· The applicant(s) and all persons who will occupy the residential housing unit shall not be engaged in any illegal use or possession of drugs for which the owner has reasonable cause to believe that a member’s illegal use or pattern of illegal use of a drug may interfere with the health, safety, and right to peaceful enjoyment of the property by other residents.  Otherwise the application will be rejected.

· The applicant(s) and all persons who will occupy the residential housing unit shall not be subject to a state Sex Offender Lifetime Registration requirement.  Otherwise the application will be rejected.

· The applicant and all other persons who will occupy the residential housing unit and participate in the Section 8 Program are subject to Arrowwood Hills’s use of the EIV Existing Tenant Search program, which identifies if the applicant or any member of the applicant’s household are being assisted by a HUD rental assistance program at any other location. If the EIV Existing Tenant Search provides evidence of other assistance at the time of application, the application will be rejected if it is determined that the other location is not the applicant’s sole residence or if, upon inquiry, providing assistance would become a violation of HUD regulations.  If the EIV Existing Tenant Search provides evidence of other assistance during any annual or interim recertification period, Section 8 assistance to the family will be terminated according to HUD regulations.
· The applicant(s) and all persons who will occupy the residential housing unit shall not present any reasonable cause to believe that member’s behavior, as opposed to use, condition or abuse of alcohol, from abuse or pattern of abuse of alcohol may interfere with the health, safety and right to peaceful enjoyment by other residents.  Otherwise the application will be rejected.

· The applicant(s) must have at least one (1) year of rental history to verify or if no rental history exists, the one (1) year rental history can be substituted with references from two (2) non-related, professional persons.  Applicants with a history of late payments, disregard of rules, lease obligations, or any other item constituting default of the terms of their housing arrangement will not be approved for membership.  Otherwise the application will be rejected.

· Occupants of assisted housing under Section 8 must be U.S. citizens or eligible non-citizens. Otherwise the application will be rejected.
· The applicant(s) must show a willingness to maintain their housing accommodations in a sanitary condition with no evidence of undesirable noise, odor, or disruptions to the peaceful, use and enjoyment of other residence.  Verification of these criteria may be obtained from neighbors, landlords, court records or other independent sources. Otherwise the application will be rejected.

· Co-applicants are subject to all of the same selection criteria as is the applicant.

· A waiting list will be maintained for all applicants by unit size (number of bedrooms).  Applications shall be assembled by the time and date that all application information is determined to be complete (see above). Exceptions to processing move-ins in accordance with the completed application date and time are as follows, with the provision that any “skipped” applicants shall maintain their place on the respective waiting list(s) based upon date and time stamp:

1. Member Found Applicants (Direct “Sales”): All out-going members in the community have the obligation, and the right, to find their own successor members (applicant for housing) and transfer their membership share (unit) to someone other than those on the Cooperative’s waiting list.  When an outgoing member finds his/her own successor members (applicant), that applicant shall have first priority, unless the Corporation exercises its option to purchase.  

2. Federal Preferences:  In compliance with HUD directives, applicants who otherwise qualify for membership who have been displaced by governmental action or presidentially declared disaster shall be afforded a preference on the waiting list and may move-in to the Cooperative before other waiting list applicants who otherwise qualify for membership, including applicants qualifying for Community Preferences, have an completed application date and time stamped and have not been displaced by governmental action or presidentially declared disaster.

3. In-house Transfers:  All in-place members who qualify to transfer into a different size unit will have next priority.  As it relates solely to in-house transfers, the order of current members who qualify to transfer into a vacant unit shall be governed by the date and time of their respective date of their request to transfer, but in the following order:

1. Current resident members/family members with disabilities transferring units for HUD required purposes (Section 8 Program transfers)

2. Current resident members/family members with disabilities transferring units for Non-HUD required purposes (Section 8 and Affordable Market Rate Programs)

3. Current resident members/family members without disabilities transferring units for HUD required purposes (Section 8 Program transfers)

4. Current resident members/family members without disabilities transferring units for Non-HUD required purposes (Section 8 & Affordable Market Rate Programs).

4. Income Targeting:  In compliance with HUD directives, Arrowwood Hills Cooperative is required to approve prospective members, who otherwise qualify for membership, and assign available housing units to no less than 40% of new move-ins within any fiscal year whose annual income is at or below 30% of the area median income.  In order to meet these income targeting requirements, applicants with such income levels will be given priority on the waiting list and such applicants meeting the above income targets shall be provided access to a housing unit before other applicants that have income greater than the income target.  In this regard, applicant’s whose income exceeds 30% of the area median income limit may remain on the waiting list(s) until HUD’s minimum income targeting requirements are met (permitting a family whose income is at or below 30% of the area median income to move in prior to an applicant whose annual income exceeds 30% of the area median income). Any applicant that is “skipped” in order to comply with such federal regulations shall maintain their position on the respective waiting list(s) and shall not lose position thereon based upon the application date and time stamp.  As Arrowwood Hills has not established a consistent record of the volume of annual move-outs or move-ins, compliance with HUD’s income targeting requirement shall be determined on a perpetual basis.

· Acceptable verifications shall be as follows:

Federal Preferences – Governmental notices or letters, press releases

Disabilities – written letter from medical care provider comply with federal definition or federal / state verification

· Arrowwood Hills members desiring to transfer into a different size unit may request such a transfer in writing, providing a verifiable cause for the request to transfer, i.e. change of family size, changes in family composition, deeper subsidy (Section 8 Program), a medical reason verified by a medical care provider or the need for an accessible unit.  Transferring members are required to present their unit in salable condition, i.e. freshly painted, cleaned carpet, etc., and be current in all payments due the cooperative.  

· It is the responsibility of the applicant(s) to ensure that their current address and telephone numbers are on file with the Arrowwood Hills Cooperative business office.  Failure of an applicant to provide their current address and telephone number shall result in the applicant’s housing application being removed from the active file.

· All rejected applications must be communicated to the applicant(s) in writing.  All documentation will be returned to the applicant or destroyed after any filed appeal.  If the applicant wishes to appeal the rejection and is in need of a reasonable accommodation to do so, the accommodation will be granted.

· The waiting list for Arrowwood Hills currently has an “open waiting list” status and there are no plans to change the status to a “closed waiting list” status.  Should the Board of Directors determine at some future time to change the waiting list status to a “closed waiting list” status, it must do so by an adopted Resolution during a duly called Board of Director’s meeting and notice of the change in waiting list status provided to all Arrowwood Hills members and the U. S. Department of HUD or its designee, and public notification and advertisement of the waiting list status change on the entrance sign.  The Arrowwood Hills policy for then re-opening the waiting list subsequent to its potential closure shall be identical to this closing policy.   

· The prioritized applicant(s) placed on the waiting list for each of the four (4) bedroom styles will be contacted when a unit becomes available for occupancy.  The waiting list applicant or member transferee shall respond to the Cooperative’s offer to move into the available unit within five (5) business as to their intention to accept the membership and occupancy of the available unit.  If the applicant or member transferee does not respond within the prescribed time frame, or rejects the offer to occupy the available unit, the Cooperative may then contact the next applicant or member transferee to determine their interest. 

· Notwithstanding the federally required recognition of waiting list preferences for persons displaced based upon governmental action or Presidential declared disasters, Arrowwood Hills does not recognize any state or local preferences in maintaining or implementing the waiting list or transfer list.

All of the above Community Eligibility conditions above shall apply to all persons identified as caregivers, live-in attendants, live-in caregivers, functional assistants, duty support personnel, or any other individual who assists or cares for, any member of the applicant/member’s household.

The decision to reject an application by the Membership Committee may be appealed by the applicant(s) within 14 days from the date of the rejection letter.  Upon review of the issues surrounding the applicant(s) appeal, the decision of the appeal by the Board of Directors shall be final.  The Board of Directors, or its designee, shall advise the applicant, in writing, within five (5) business days of the owner’s response or meeting of the Board’s final decision on membership eligibility.

Section 504 of the Rehabilitation Act of 1973, as amended, and the Fair Housing Amendments Act of 1988 prohibit discrimination against persons with disabilities and provide for reasonable accommodations to permit persons with disabilities to enjoy and participate in assisted housing programs.  If you believe that a reasonable accommodation should be afforded to you during the application process, or during your occupancy if your application is approved, please advise us immediately and we will arrange a meeting with you to assist you with your request(s).  

The United States Department of Housing and Urban Development with Section 8 subsidy housing is designated to attract applicants for occupancy from all potentially eligible groups of people in the housing areas regardless of race, color, religion, sex, marital status, national origin, age, physical or mental disability (as defined by HUD regulations), familial status, actual or perceived sexual orientation, or gender identity.

Arrowwood Hills Cooperative has implemented procedures to comply with the Violence Against Women Reauthorization Act of 2013, and rulings related thereto, which provides certain protections for, and supports or assists, victims of domestic/dating violence, or stalking, and protects victims, as well as members of their families, from being denied housing or losing HUD assisted housing as a consequence of the violence or stalking.  Written notifications and documents describing these protections and assistance are available at any time during the application process, and during occupancy in the community, and will be provided to you at certain intervals during certain certification processes.  

This Member Selection Criteria is a public document which will be provided to all prospective member applicants without being requested by the prospective member applicant and to any other person upon request.  This Membership Selection Criteria will be reviewed no less than annually to ensure compliance with stated regulations, rulings and issued guidance.

Adopted June 2017

1) Attached sample TSP Language for Social security guidelines per 24 CFR 5.216 dated 3-8-2016, 81 FR 12353 Streaming rules dated 3-8-2016 and HUD Handbook 4350.3 Rev. 1, Paragraph 3-9
2) Student Eligibility for section 8 Assistance 
Addendum B
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Responsibility Matrix (cont.)
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Responsibility Matrix (cont.)
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Addendum C

Installation & Alteration Application

Name:_________________________________     Phone:________________________

Address:____________ Court_____  # of attachments _______ email _______________________

Subject to applicable Building Codes of the City of Ann Arbor and the policies and rules of the Cooperative, I/we hereby make application for permission to install and or make the following alterations(s) in or around my/our townhouse.  If approved, I/we agree to accept full responsibility for all costs of installation and the restoration of any areas or items of others affected by the proposed alteration.  I/we also accept full responsibility for all ongoing maintenance and liability issues that may relate, now or in the future, to the proposed alteration.  Moreover, I/we agree to hold harmless the Cooperative, its employees, representatives, agents and assigns from any liability, maintenance and/or code compliance assessments that may arise related to the requested alteration.  

TYPE OF ALTERATION / IMPROVEMENT: ____________________________________________________________________________
DESCRIPTION (please attach construction drawing, and copy of City Building Permit as obtained, or as required):

Size: _________________________________________________________________________
Style: ________________________________________________________________________
Placement :____________________________________________________________________
Materials/Brand:  _______________________________________________________________
Color: ________________________________________________________________________
Estimated Cost: ________________________________________________________________
DETAILS OF INSTALLATION (allow up to 45 days for Co-Op review and decision, unless notified otherwise):

Name of Installer: _______________________________________________________________
Address/Phone :_________________________________________________________________
License / Insurance (if applicable): __________________________________________________
Approximate Date of Installation (if approved): ________________________________________
· Alteration Permits are only valid for work starting within 30 days of approval, unless the approval is extended in writing by the Cooperative.
· Arrowwood Hills Co-op assumes no responsibility for the stated alteration / installation. 

· The applicant(s), as member(s), may be required to restore the unit to its original condition if the membership is transferred, resold, or required by changes in law or rules.  At the time of transfer or resale, all unauthorized alterations shall hereby be valued at zero dollars ($0) in the event the Cooperative exercises its option to purchase the membership.  (It is agreed that no expense by the applicant(s) for this alteration shall be reimbursed by Arrowwood Hills Cooperative at any time for any reason.)

I/we hereby agree with all conditions set forth hereinabove and that any permit issued by the Cooperative shall at all times be subject to the Rules & Regulations of the Cooperative and to the building codes of the City of Ann Arbor, as may be periodically adopted and modified.  

___________________________________________
__________________

Member Signature(s)
 




Date

___________________________________________
__________________

Management Signature




Date
Addendum D

Installment Loan Program

Member-paid upgrades and investments such as memberships, appliances, cabinets, countertops, ceiling fans and 504 (handicapped) equipment can be paid for in installments under a special revolving loan fund program of the Cooperative.  This special Revolving Loan program was established in 1988 to assist members with upgrading certain items of personal responsibility.  Under this program, the Co-op lends a portion of the improvement funds needed by qualifying member(s) who elect to upgrade but cannot pay the full funds requirement at time of purchase or acquisition.  Contact the office for additional information, or a formal application.

Installment Payments for Membership shares (Certificates of ownership and occupancy right) are only offered at move-in or unit transfer (sale & repurchase of a different Certificate, higher cost).  If a member decides to move, and approved additions to the townhouse being left have become a part of the value (share, or member equity) of the unit’s Certificate, the membership can be offered at a higher transfer price.  This higher price, however, must reflect the depreciated value of the improvement(s) and cannot exceed the "Maximum Transfer Value" as established in conformance with the Bylaws of the Cooperative.  Per the bylaws, the cooperative reserves a right of purchase at the prescribed and approved Transfer Value.  Remember: the Co-op's move-out procedures must be followed -- and there is no assurance that the next member will take the improvements or alterations you may have made at the value you expect or offer them at.

Loan Limits are a maximum of 50% of the cost of the share or 75% of the total cost of the alteration. The Loan must be fully paid-in (retired and paid back to the Cooperative within 3-5 years).  Installment loans for membership shares are limited to 50% of the share’s (Certificate’s) total purchase price, unless you are at or below 30% of median income.  If you are at or below 30% of median income, you can apply for extended terms for a membership share.  A down payment of at least twenty five (25%) must be paid to initiate any application for an installment revolving fund loan from the Cooperative.   An initiation fee is added to any loan that is longer than 24 months with an annual maintenance fee for each year extended beyond 24 months.    

Loan Approval process is governed by procedures established by the Board of Directors.  All applications and Alteration / Improvement Forms must be reviewed by the Board or its designee.  A recommendation from management must accompany each application (see approved Form).  The Board of Directors is the final authority on both loan approvals and denials, as well as policies and procedures for the special “affordable Co-op ownership” program.

Collateral & Limit to Single Loan.   Repayment for all loans is secured by the borrower’s pledge of their membership and occupancy right in Arrowwood Hills.  If you fail to repay any portion of a Revolving Loan, you will be found in default and be subject to loss of occupancy – just as if you failed to pay monthly carrying charges.  The Installment Loan form you must execute when you borrow details this obligation and the pledge of your membership share and occupancy rights as loan collateral.  In addition, no member-resident is permitted more than one loan at a time.  Besides possible changes in Co-op policies, any second installment loan will be dependent on payment history, need and ability to repay.    

Terms & Conditions for any loan programs of the Cooperative are the exclusive responsibility of Arrowwood Hills Cooperative, Inc and are subject to modification and change from time-to-time by action of the Board of Directors and the fiduciaries of the non-profit housing corporation.

Addendum E
 COMMUNITY RULES

1.
Indoor noise and /or disturbances (audible beyond your unit) are to be considered a violation of Co-op rules.  Violators will be subject to a first time fee of $25.00 and any subsequent occurrence, a fee of $50.00.  Three (3) such violations from any given household or its guests during any 12 months will be considered cause for non-renewal of the member’s Occupancy Agreement.  

2.
Outdoor noise and or disturbances should not be audible beyond your vehicle or yard perimeter. (That is audible from beyond 100 feet)  No internal or external speaker sound systems are to be played in the neighborhood.  The driver and or owner of any vehicle playing music so as to disturb neighbors or the neighborhood shall be assessed a fee of $25.00 for a first offense and $50.00 for each thereafter. Any history of three (3) noise and nuisance violations in one year is considered to be cause for eviction – and/or restraining order against any return to Cooperative property. 

3.         A moped operator must follow the same traffic rules as other motorized vehicles operators in the cooperative roadways. They cannot be driven on grass or sidewalks. Mopeds and other types of vehicles not found in the Arrowwood Vehicle Policy such as electric scooters, “pocket rockets”, and mini choppers, may fit the definition of a moped or a motorcycles.  If your vehicle is classified by the Secretary of State as a motorcycle it must be registered with the cooperative and is governed by the Occupancy agreement and vehicle policy. If classified with the mopeds, please registered with office and complete forms as nonstandard vehicle.    

4           “No person operating or in control of a parked or moving motor vehicle including motorcycles and mopeds shall operate, or permit the operation of an electronically amplified sound system in or on the vehicle so as to produce sound that is clearly audible more than 50 feet from the vehicle except as permitted based on under City of Ann Arbor Ordinance:  Chapter 119 of Title IX of the Code of the City of Ann Arbor, Section 1, Article III: sections 9:365(3), 9:366, and 9:367.”

5.
No person shall loiter (standing around without any obvious or  legal purpose) on Arrowwood streets, parking courts, sidewalks and common areas under circumstances that warrant alarm for the safety or health of any person or property in the vicinity.

The following are some circumstances which may be considered in determining 
whether alarm is      warranted:

A.
The person is one of a group of people threatening, making threatening 
gestures at
or otherwise menacing the persons in the area.

B.
The person appears to be consuming alcoholic beverages or using or concealing illegal consumption or distribution of or controlled substances.

C.
The person is one of a group which is blocking or interfering the free passage of pedestrian or vehicle traffic on a street or sidewalk or sitting on utility boxes, retaining walls or other common area structures.  

D.         A person or persons whose vehicle is legally or illegally parked and one or more people gather in the common area for a purpose other than getting into, out of, or loading or unloading the vehicle. 

6.         No youth under 18 years of age is to be outdoors (that is, in the public areas of the Cooperative) after 10:30                     
unless accompanied by a parent or legal guardian or returning from work.                                               

7.
The actions of any visitors or guest of a member (or household) are the responsibility of the member (or household) from the time the visitor enters 
Cooperative property until the time the visitor leaves Cooperative property.  
8.
The use of profanity is discouraged and unacceptable against employees, members or contractors. When or if profanity is used with threatening behavior against employees, members or contractors it will subject the user to a warning for a first offense, and could lead to possible legal action if there is a valid record of its recurrence.  Record of more than two such verbal attacks that are deemed threating and with or without any physical altercation shall be considered cause for eviction.  

9.
Respect for Cooperative property and the property of others is very important.  All vandalism, damage or mistreatment of property of others of the Cooperative will subject the perpetrator to an immediate fee assessment of $75.00, plus the costs of complete repair and restoration of damaged property.  If a member, the perpetrator and his or her household tries to retaliate against the complainant the action shall be cause to immediate action to evict for cause.  

10.      Trash is to be bagged and places in the dumpster for weekly pick up.  Bulky items, recycling, and trash bags cannot be placed outside of trash or recycling carts. Non- trash items that cannot fit in recycling binds or bulky items should be taken to the rear of the cooperative.  Do not place bulky items by the dumpster accept on the 1st and 3rd Saturdays of the month or if taken and placed directly in the 40 yard dumpster with prior permission from the Cooperative.  Bulky items left near the dumpster on non-pick up days will be cited and subject to fines up to $100.00. Do not leave recycling on the ground, save some surplus recycling or dry trash for the next week, when your carts are less full.

11.     Playgrounds, basketball courts and common areas should not be used after 10:00 p.m. please follow posted rules in those areas.   

The Cooperative will accept written complaints as justification for assessing fees on offending members.  Please put this flyer where your household will be reminded of policy.  Complaint forms are available in the office.  

ADDENDUM F
ARROWWOOD HILLS COOPERATIVE PET POLICY, RULES AND REGULATIONS
Members are allowed to keep pets in the Cooperative premises. It is the Members’ responsibility to read and be familiar with the rules and policies pertaining to the type of pet(s) allowed and local ordinances pertaining to pet ownership.  Members who keep pets on the Cooperative premises shall abide by the following enacted rules and regulations.  Members that habitually violate this Pet Policy, Rules and Regulations, (i.e., three (3) or more times) may be subject to termination of occupancy rights.  The following categories of pets are regulated in the manner set forth below:

a) 
Contained and non-dangerous pets: pets which could not cause damage to the health or safety of Arrowwood Hills Cooperative Members due to normal characteristics or habits of the species, and which are contained in a cage, tank, or other restricting container. This category includes dogs and cats which do not fall under subcategories b), c), d) and e), birds, small rodents, fish, and rabbits.  Other non-dangerous though not necessarily contained pets include non-aggressive dogs and cats.  Rabbits shall not be housed outdoors and will be subject to the same regulations listed under this pet policy for dogs and cats.

b) 
Contained, exotic and/or potentially dangerous pets: pets defined as “exotic” in accordance with applicable local ordinances, and/or pets contained in a cage, tank or other restricting container which have normal physical characteristics or habits of animals defined as exotic, and/or that might pose a danger to the health or safety of Arrowwood Hills Cooperative Members if accidentally released. This category includes venomous snakes, insects, constrictors, piranhas, pot belly pigs. The examples given are illustrative but not restrictive.

c) 
Aggressive dogs or cats:  An aggressive dog or cat is one who, while on or off Arrowwood premises makes — or repeatedly attempts to make — negative physical contact with any person or any animal. “Negative physical contact” is that which is potentially harmful or dangerous to persons or pets. Some examples might be, but are not limited to, the following:

· Snapping

· Growling

· Baring Teeth

· Charging or Lunging

· Raising Hackles

· Biting

· Scratching and/or clawing another person or animal
· Any breed of dog or cat known to be aggressive toward another person and/or another animal in accordance with breed standards established by the American Kennel Club and/or the United Kennel Club.

 
Any Member who believes she or he experienced or witnessed an act of dog or cat aggression may fill out a written complaint, which must be signed, dated and presented to the Management Agent.
d) 
Dangerous or potentially dangerous pets: attack-trained dogs, monkeys and cats other than domesticated housecats including but not limited to the following prohibited breeds of dogs:

(i)
Rottweilers: Rottweiler shall refer to any canine (purebred or hybrid) which exhibits those phenotypical characteristics which substantially conforms to the breed standards established by the American Kennel Club for Rottweilers.

(ii)
Akitas:  Akita shall refer to any canine (purebred or hybrid) which exhibits those phenotypical characteristics which substantially conforms to the breed standards established by the American Kennel Club for Akitas.

(iii)
Pit Bulls or Pit Bull Terriers:  Pit Bull or Pit Bull Terrier shall refer to any canine (purebred or hybrid) which exhibits those phenotypical characteristics which substantially conforms to the breed standards established by the American Kennel Club for American Staffordshire Terriers or Staffordshire Bull Terriers; or substantially conform to the breed standards established by the United Kennel Club for American Pit Bull Terriers.
(iv)
Dobermans:  Doberman shall refer to any canine (purebred or hybrid) which exhibits those phenotypical characteristics which substantially conforms to the breed standards established by the American Kennel Club.

(v)
Chow Chows: Chow Chow shall refer to any canine (purebred or hybrid) which exhibits those phenotypical characteristics which substantially conforms to the breed standards established by the American Kennel Club.

(vi)
Shar-Pei:  Shar-Pei shall refer to any canine (purebred or hybrid) which exhibits those phenotypical characteristics which substantially conforms to the breed standards established by the American Kennel Club.

(vii)
Perro de Presa Canario or “Canary Dog”:  Perro de Presa Canario or “Canary Dog” shall refer to any canine (purebred or hybrid) which exhibits those phenotypical characteristics which substantially conforms to the breed standards established by the American Kennel Club; or substantially conform to the breed standards established by the United Kennel Club and/or the Canadian Kennel Club.

(viii)
Wolf and wolf hybrids: Wolf and wolf-hybrids "Wolf hybrid" means an animal which is the progeny or descendent of a domestic dog (Canis familiaris) and a wolf (Canis lupus or Canis rufus). "Wolf hybrid" also means any animal that is advertised, registered, licensed or otherwise described or represented as a wolf hybrid by its owner, or an animal which exhibits primary physical and/or behavioral wolf characteristics.
(ix)
Bull Mastiff: Bull Mastiff shall refer to any canine (purebred or hybrid) which exhibits those phenotypical characteristics which substantially conforms to the breed standards established by the American Kennel Club.


(e)
Animals Exceeding a full grown height of 14 inches measured from floor to the 


withers.  (See Fig-1 below).
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GENERAL RULES: 

1. All pets are subject to applicable local ordinances and must be expressly approved by the Arrowwood Hills Cooperative Board of Directors via the granting of a Arrowwood Hills Cooperative Pet Permit prior to obtaining the pet.  The Processing Fee per household pet is $100 (maximum of two pets).  This Pet Processing Fee is a one-time assessment that helps defray the cost of allowing animals on-site (rules, paperwork and enforcement actions).  The Processing Fee does not cover any cost of damages your pet may cause either inside or out.  The processing fee is for the life of your pet.  Any new pet will be subject to a new processing fee. Registered Service Animals
 as defined under the Americans with Disabilities Act (ADA) are not defined as “pets” and are otherwise exempt from the Pet Processing Fee.  Approved Emotional Support Animals
 are also exempt from the Pet Processing Fee.  Members maintaining a Registered Service Animal or an Emotional Support Animal on Arrowwood Hills Cooperative premises will remain responsible for annual registration requirements, any costs associated with damages caused by his/her Service Animal, and violations of this Policy. Companion animals, however, must be medically prescribed, Board approved and comply with the Cooperative’s Companion Animal Policy.

2. Pets in categories (b), (c), (d), and (e) are not allowed.  Enforcement of provision (e) shall be prospective to all new members or new pets for existing members.
3. No attack dogs or other animals considered dangerous or aggressive as set forth above shall be permitted upon the premises. At no time will any animal be trained to attack people or other animals. 

4  No more than two (2) pets are permitted per unit, excluding fish in a tank.  (Example: one dog and one cat; two dogs; two cats).  

5  Prior approval from the Arrowwood Hills Cooperative Board of Directors must be in writing stating that permission to have the animal in the Cooperative premises was approved. The permit to acquire an animal will be valid for 90 days and must be followed up with proper registration as stipulated by applicable local ordinances and Arrowwood Hills Cooperative Rules and Regulations. ALL new pet owners are subject to a six-month probation period, during which time, any complaint letter is received by Arrowwood Hills Cooperative, the Member’s pet privileges may be revoked, and/or the Member may be fined.
6. Dog and cat license numbers must be recorded on the pet registration form. Upon registration, proof of appropriate core vaccinations must be supplied. (Cats – Rabies, Feline Distemper, Feline Calicivirus, Feline Viral Rhinotracheitis; Dogs—Rabies, Canine Influenza Virus, Parvovirus, Canine Hepatitis; or any other inoculations for communicable diseases as recommended  by the Arrowwood Hills Cooperative Management on the advice of State and local health authorities.).

7. The pet (dogs and cats) should not be allowed out of the Member’s unit except when accompanied by a responsible person and restrained by a maximum six foot leash.  A responsible person is an individual who is able, both physically and by voice, command/control the pet while on a leash.

   8.     All animals must be indoor pets. Doghouses or other outside living quarters for animals are not allowed. 

9.   The member is responsible for providing Management with the following information and documents which are to be kept on file in the Member's file:


(a) 
a color photo and identifying description of the animal;


(b) 
attending veterinarian's name, address and telephone number;


(c) 
All pets must be licensed with proper vaccinations and registered with the Township. This proof must be submitted on an annual basis by submitting a completed Arrowwood Hills Cooperative Pet Registration Form on July 1st of each year.  Animals not required to be licensed will still have to be registered with the Cooperative. Members already owning pets with local licenses must register those pets with Arrowwood Hills Cooperative. Members owning pets that are not licensed and are by local ordinance required to be licensed, must license the pet and register it.  


(d)      dog and cat licensing certificates in accordance with local and state law;

(e)      emergency contact information in case the member is unable to care for the animal.  This should be someone who can take custody of the animal.

(f)       emergency boarding accommodations contact information
             (g)      The Member is responsible for keeping Management informed of any change of information.  Failure to register your pet and or timely supply information will result in the assessment of fines and or termination of pet privileges, and/or termination of membership and occupancy.
10.
            The Member is responsible to IMMEDIATELY remove all deposits his/her pet makes on Cooperative grounds.  The Member will be charged a $50.00 administrative clean-up fee if it becomes necessary for the Cooperative to remove pet deposits.  Members in possession of a registered guide dog should arrange to have pet deposits cleaned in accordance with this policy.  Litter boxes are to be emptied regularly and “double bagged” into the dumpster.  Your home and yard should be odor free.
        11.        The Member will be responsible for any personal injury and/or damages caused by his/her pet including but not limited to, sod, foliage, and structural (internal/external) damage.

    12.
    Animals causing annoyances or disturbances to Members by frequently and habitually barking, howling, yelping, or making other loud noises will not be tolerated   The Member will not permit a pet to make excessive, continual or unreasonable noise that will disturb other Members.
          13.          The Member shall not allow his/her pet to run free in Arrowwood Hills Cooperative. The Member shall not chain his/her pet to any building facility, fences, trees or bushes so that the pet extends past Member’s own patio area.  Pets may not be chained/leashed on common ground.  
    14.
    NO BREEDING OF ANY TYPE IS PERMITTED.  Absolutely no breeding of animals is permitted at any time.  Pets shall not be kept, bred, or used for any commercial purposes.  If a litter is born to a pet, the Member will be issued a written warning of violation and directed to reduce the total number of pets owned to two (2) within three (3) months.  In the event a Member breeds his or her animals and has been previously issued a warning, said Member will be fined, and/or his or her pet privileges revoked, and/or his or her occupancy and membership may be terminated.

15.          If a pet problem cannot be resolved by mutual understanding, the complaint procedure should be followed.
16.          The feeding of wild animals is prohibited.

17.
Pets belonging to guests of Members are subject to this Pet Policy.  Failure to abide by these rules regardless of whether the Member owns the pet will result in the assessment of a fine to the offending Member Unit.
18.
Should there be any sign of fleas and or other pest infestations, the Member will immediately use an accredited pest control company to fumigate the unit.  If an infestation spreads to other units in the immediate vicinity of the Member’s unit, the Member shall be responsible for the fumigation of each affected unit.  Members are advised to maintain his or her pets on flea/pest preventatives.

19.
Members shall provide a safe environment inside his or her dwelling unit by restraining, crating/caging or removing his or her pet(s) when agents/employees acting on behalf of Arrowwood Hills Cooperative enter the dwelling unit for purposes of inspections or regular maintenance issues.

20.
The Member is required to secure appropriate renter’s insurance which includes coverage for personal liability and/or other similar pet liability insurance and indemnify Arrowwood Hills Cooperative and its agents against pet-related litigation and/or attorney's fees.  Member shall provide a copy of his or her certificate of insurance to Arrowwood Hills Cooperative and same shall be kept in the Member’s file.  Member shall provide a copy of his or her certificate of liability insurance thereafter on an annual basis or at such different times as may be requested by Arrowwood Hills Cooperative. Failure to maintain proper insurance coverage may subject the Member to a fine and/or revocation of pet privileges.  Continuous and repeated violations may result in termination of membership and occupancy.
21.      Any violation by a Member of State and local laws applicable to pet/animal ownership, incorporated herein by                reference, will be deemed a violation of this Policy.

COOPERATIVE ENFORCEMENT:
Any Member with a complaint against another Member/pet owner must first submit a written complaint to Management in accordance with Arrowwood Rules and Regulations. Management will meet with the offending Member and verify the complaint upon the submission of a signed and written complaint ONLY.
Failure to pay fines, violation of State and local laws, failure to obey a removal order, or in any other way violate this Policy, may result in one or more of the following fines** and occurrences:

1. FIRST VIOLATION - Warning without a fine;
2. SECOND VIOLATION** - $100.00 fine assessed to the offending member’s account along with a final written warning and the member will be required to appear before the Board of Director’s for determination as to why the member’s pet privileges should not be revoked;
3. THIRD VIOLATION*** - $100.00 fine assessed to the offending member’s and the member will be subject  to termination of his or her membership and occupancy with Arrowwood Hills Cooperative.
**FINES ARE CUMULATIVE.  Members, you are responsible for your children, family members and your guests.  Infractions of the Pet Policy will be acted upon. FINES SHALL BE PAID WITHIN THIRTY (30) DAYS OF ASSESSMENT.

***Any member n receipt of a “Second Notice and Final Warning” violation must appear before the Board for presentation of an explanation.  An eviction notice may be issued simultaneously with the Third Notice of Violation and fine.  There will be no other warnings given an offending member so please adhere to this pet policy, the Cooperative governing documents and the rules and regulations of Arrowwood Hills Cooperative carefully.

Policy Adopted: May, 2017

MEMBER/OCCUPANT PET POLICY ACKNOWLEDGEMENT


By signing below, you acknowledge receipt of the foregoing Pet Policy on the date stated below.  You further acknowledge that your signature indicates that you have read and understand the contents of the policy and that you agree to adhere to same.

Dated: ________________________________

_______________________________________

Signature Member/Occupant (Circle One)

_______________________________________

Signature Member/Occupant (Circle One)
Arrowwood Hills Cooperative Bed Bug Policy
Bed bugs are becoming increasingly common throughout the entire United States.  They have a great worldwide distribution due to human travelers who transport luggage, clothing and furniture.  Though they may reside in unusual places and they are also likely to be found in small cracks near a bed or in comforters and bed sheets.  Although bed bugs may be a nuisance to people, they are not known to spread disease.  Many residents share the same building (hallways, walls, ceilings and floors) where bed bugs can easily move among different units in multifamily housing   This can contribute to the quick spreading of bugs among people who live in close proximity to each other.  

Prevention

Prevention is important in all efforts to prevent bed bugs.  Education and involvement of members is critical.  Bed bugs may often go undetected and unreported, and tenants may not be aware of their presence.  The cooperative and members will work together to:

· Raise awareness through education on prevention of bed bugs; 

· Inspect infested areas, plus surrounding living spaces; 

· Correctly identify the pest;

· Check for infestations on luggage and clothes when returning home from a trip; 

· Reduce the number of secondhand items brought into units and looking for bed bugs on secondhand items before bringing the items home; 

· Provide orientation for new tenants and staff, and post signs and handouts. 

Note: incoming and new members have the opportunity to inspect their future (vacant) unit and search for bed bugs.  If, after they move in and find bed bugs at a later time, the cooperative assumes it was the new member who brought the bedbugs into the property.  The cooperative still handles the pest control, but charges the member for treatment.  The cooperative also has new members sign a lease addendum outlining this policy.

Suspected Bed Bug Infestation 

If a member lodges a complaint suggestive of bed bug involvement, or if staff detects bed bugs or their signs, any report of a possible bed bug infestation must be investigated and documented.  

· Bed bugs can leave itchy welts on human skin;  

· Evidence of the bugs themselves include small bloodstains from crushed bed bugs, or dark spots from bed bug droppings in your home;

· Bed bugs often hide in or near beds and bedroom furniture, and in the tufts, seams, and folds of mattresses and daybed covers;

· They may spread to cracks and crevices in bed frames and box springs; behind headboards; inside nightstands; behind baseboards, window and door casings, pictures, and moldings; and in nearby furniture, loosened wallpaper, and cracks in plaster and flooring. 

· They may also hide in piles of books, papers, boxes, and other clutter near sleeping areas.

Member Responsibility

Members are responsible for reporting a bed bug infestation, or other pest problem, to the office as soon as they see possible signs.  Members:

· Should not attempt to control a bed bug infestation by themselves (ex: using “bug bombs” which drive bed bugs into adjacent rooms or units);
· Should not remove anything from an infested room (as this can contribute to the spread of the bugs);

· Are expected to cooperate fully with the management and pest control inspections and treatment (disposing of infested items in community dumpsters will result in fines);

· Should always inspect any furniture before bringing it into their unit, and should never bring “found” or abandoned furniture inside their units.  

· Cleaning all items within a bed bug infested living area; 
· Reducing clutter where bed bugs can hide.

Recurring Infestations

If, after the initial treatment for the bugs, any reoccurrence that may happen within the same unit, the members may be responsible for the full cost of treatment for any of the following reasons: member refusal or delay of initial treatment, members not following before and after-treatment instructions left by the pest control company and/or the cooperative, or acquiring infested furniture or other items from a known infested source.

Cooperative Responsibility
Once a possible infestation is reported, the cooperative is responsible for scheduling an inspection with a professionally licensed pest control company of the possible affected unit (and surrounding units) within five (5) business days to verify the infestation.   If bed bugs are found, the cooperative will have the unit treated specifically for bed bugs.  The office will notify all members who could possibly be affected, in writing, with inspection and treatment dates, as well as bed bug fact sheets and literature.   The cooperative should: 

· Provide training for staff to identify bed bugs;

· Provide periodic building inspections for reoccurring infestations;

· Keep accurate records, including dates when and locations where pests are found; 

· Follow up on inspections and possible treatments.

The cooperative will provide a plan for the affected member(s).  The plan will set out the pest control processes by detailing the work to be undertaken as well as member and cooperative responsibility.  It will explain the aim of the treatment is to achieve complete eradication of the infestation, include the findings of the initial assessment (e.g. where bed bugs were evident and degree of the infestation), the treatment process, times when the client needs to vacate the premise and can re-enter, any client duties prior to and after treatment, he requirements for follow up inspections and treatments, and the charge for the treatment (if applicable).

Footnotes





� Service animal means any dog that is individually trained to do work or perform tasks for the benefit of an individual with a disability, including a physical, sensory, psychiatric, intellectual, or other mental disability. Other species of animals, whether wild or domestic, trained or untrained, are not service animals for the purposes of this definition. The work or tasks performed by a service animal must be directly related to the individual's disability. Examples of work or tasks include, but are not limited to, assisting individuals who are blind or have low vision with navigation and other tasks, alerting individuals who are deaf or hard of hearing to the presence of people or sounds, providing non-violent protection or rescue work, pulling a wheelchair, assisting an individual during a seizure, alerting individuals to the presence of allergens, retrieving items such as medicine or the telephone, providing physical support and assistance with balance and stability to individuals with mobility disabilities, and helping persons with psychiatric and neurological disabilities by preventing or interrupting impulsive or destructive behaviors. The crime deterrent effects of an animal's presence and the provision of emotional support, well-being, comfort, or companionship do not constitute work or tasks for the purposes of this definition.   See 28 CFR § 35.104.





� While Emotional Support Animals or Comfort Animals are often used as part of a medical treatment plan as therapy animals, they are not considered service animals under the ADA. These support animals provide companionship, relieve loneliness, and sometimes help with depression, anxiety, and certain phobias, but do not have special training to perform tasks that assist people with disabilities. 2014, S.A.C. (2017) The ADA. 


Available at: https://adata.org/publication/service-animals-booklet (Accessed: 16 January 2017).





An emotional support animal is an animal (typically a dog or cat though this can include other species) that provides a therapeutic benefit to its owner through companionship. The animal provides emotional support and comfort to individuals with psychiatric disabilities and other mental impairments. The animal is not specifically trained to perform tasks for a person who suffers from emotional disabilities. Unlike a service animal, an emotional support animal is not granted access to places of public accommodation. Under the federal Fair Housing Act (FHA), an emotional support animal is viewed as a "reasonable accommodation" in a housing unit that has a "no pets" rule for its residents.  F, R. (2015) Full title name: FAQs on emotional support animals. Available at: https://www.animallaw.info/article/faqs-emotional-support-animals#s2 (Accessed: 16 January 2017).
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