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EXHIBIT “B” 
 

DELAWARE COUNTY HOUSING AUTHORITY 
EMERGENCY MAINTENANCE PROCEDURE 

 
NO HEAT CALLS:  TEMPERATURE BELOW 40 AND BEFORE MIDNIGHT 
 
When the temperature is below 40 and the maintenance call is receive before midnight, DCHA’s 
on call Maintenance Personnel will respond. 
 
No heat calls after midnight will be handled as soon as possible the next day after 8:00 a.m. 
including Saturday and Sunday. 
 
NO HEAT CALLS:  TEMPERATURE ABOVE 40 
 
After 4:45 p.m. all calls will be answered the next day. 
 
DO NOT USE THE OVEN, KEROSENE OR ELECTRIC AS A SOURCE OF HEAT 
 
Tenants are responsible for maintaining proper heat in the unit. If a supplemental heat source is 
used, i.e., kerosene, electric or use of the oven, it is dangerous, a violation of your lease and may 
keep the thermostat from allowing the heater to come on. If the temperature is 32 or lower, the 
heater or water pipes may freeze and the tenant will be responsible for any repairs. 
 
SANITARY SEWERS 
 
A sanitary sewer “stop up” call received before 11:00 pm will be responded to by DCHA’S on 
call Maintenance Personnel. 
 
After 11:00 p.m. the call will be answered as follows: 
 

- If the unit has two toilets and one is working Maintenance Personnel will respond the  
  next day. 
  
- If neither toilet is working DCHA’s Maintenance Personnel will respond.   

 
REMINDER: 
 
During regular business hours from 8:00 a.m. – 4:45 p.m. all maintenance calls must be made to 
the Property office.  In case of a fire call the fire department first. 
 
Only EMERGENCY CALLS will be accepted after 4:45 p.m., and on Saturday, Sunday and 
Holidays.  
 



2 
 

The following are considered emergencies, to be serviced before midnight and for which there 
will be no charge unless caused by TENANT NEGLIGENCE: 
 
NO HEAT:  Check the electrical breaker for the heater to determine if this is the cause before 
calling for service. 
 
 No heat calls are ONLY accepted between October 15 and April 15. Calls are handled in 
accordance with the procedure above. 
 
NO ELECTRIC:   Total loss of power in the entire unit. Check the circuit breakers in the 
electrical panel box to be sure they are all in the on position. 
 
STOP UPS: When main sewer line is clogged, to the extent that there is no drainage in the              
entire house and in accordance with the procedure above. 
 

HOT WATER TANK LEAKING: Learn where the water shut off valve for the hot water 
heater is located and turn off as soon as possible.  Maintenance Personnel will walk you through 
the valve shut off procedure on the telephone. We will only drain the tank and install another one 
during regular working hours. 
 
BROKEN WATER LINE OR FLOODING:  Learn where main water line valve is located 
and turn off as soon as possible. Maintenance Personnel will walk you through the valve shut off 
procedure. 
 
 STRONG GAS ODOR:  Check all pilots and oven controls. Call PECO immediately. 
 
Any overtime service call that is determined not to be an emergency will result in the tenant 
being charged full cost of labor and material. 
 
Tenant not being home when maintenance man arrives will result in tenant being charged for full 
actual cost of the overtime call. 
 
We will not honor calls for street lights or roof leaks during non-business hours. 
 
No hot water is an inconvenience NOT an emergency and will be handled during regular 
working hours. 
 
Bathtub, face bowl, and kitchen sink stop ups are an inconvenience NOT an emergency.  
 
After hours Emergency calls are made to your Property Office which is forwarded to the 
on-call staff. 
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