                                  CRIME  FREE  MULTI-HOUSING

                                                       and 

                                   MOBILE HOUSING PROGRAMS
                                           Manager Information Book

This book is designed to help with questions about either  program. There are minor differences between the two programs, including the Crime Free Lease Addendum.  The book you receive should contain the materials for the program YOU are involved with.   If there are issues which you feel need to be addressed, please call Officer’s Dave Rowe or Greg Schmit at the Sioux Falls Police Crime Prevention Unit, 367-7230.

We encourage you to make use of the space in this book to keep any material related to the program so that you have it all in one area. You may even want to make a photo copy of your certificates, in case any that are displayed become missing.

These  programs are designed around three phases, which include manager certification, on site security surveys by police officers and a safety social to inform tenants about the program.

Updates will be sent to you as they become necessary to print or reprint.

Topics covered in this manual include:

1.  Lease Addendum to Application and Helpful Hints

2. Criminal History Checks

3.  Sample of Manager Info Form

4.  Listing of Participating Locations

5.  Renewal requirements and Minimum program requirements 

6. Program Suggestions, Ideas and Assisting Agencies  

7. Display of Certificates

8.  Program contacts and Misc.
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1.  LEASE ADDENDUM TO APPLICATION   and HELPFUL HINTS
     The lease addendum is one of the tools used to make this program successful.  The addendum given to you by the Police Department is the one approved for the program and has “Sioux Falls Crime Free Multi-Housing” printed on the bottom of the page.  We encourage you to use this form as part of the program.  This nationally used form has been approved by the City Attorney’s office and it is the one they will rely on in case of any legal questions.

     It is suggested that you attach it to the top of your applications, so that a prospective tenant has a chance to read it BEFORE filling out the rest of the application.  The program suggests that  you let prospects know up-front that you are part of the program.  This may save a lot of headaches later.  If you don’t attach it to the top, please make them aware of it.  It is suggested that you at least have them initial the form, indicating they have read it, if they are waiting for application and background checks to go through.  If all else is ok, they can formally sign it when they sign the rental agreement.  NOW AVAILABLE IN THE FOLLOWING:   SPANISH , RUSSIAN, ETHIOPIAN (Amharic), and SERBO CROATIAN (Bosnian) by request.

HELPFUL HINTS
1.  Before accepting application - look it-over- what did the applicant write

2.  Have them read the Crime Free Lease Addendum and sign it or,at least initial it,  until the               application is approved

3.  Did you inform the prospect that you do criminal history checks on  applicants?.  (Remember            that as long as you do the same procedure for ALL applicants, YOU ARE BEING FAIR! 

4.  Ask for a Driver’s License or other form of ID.  Make sure applicant is who they say they are.

     Make a photo copy of the license and leave it in your office.  If you disappear or can’t be                found, someone knows who you were last with.  THINK SAFETY!

5.   ALIEN REGISTRATION #’s -   You may ask a person if they have a registration #.  It is not        discrimination to ask for this information.  It is a form of ID!!  It is suggested that you ask, on        your application, “Are you a US Citizen or a National?  If not what is your Alien Registration        Number?  The Alien Registration Number is what we have called in the past a “green card”.         It proves that the person, if not a citizen, is legally registered in the United States.  
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6.  Does your application have a question asking the prospect,  if they have a criminal history?

     -Some applications ask for Felony history only..  You may choose to accept someone with              a felony conviction (depending on what it is) rather than someone with several misdemeanor           convictions.

     SUGGESTION: The following is suggested wording for your applications when asking about        criminal history.  This wording is more concise and matches the crime free addendum wording:

     Have you been involved in any of the following crimes including: violence, firearms violations,

      illegal drugs, thefts, vandalism, disorderly conduct, disturbing the peace, assaults or stalking?         (Do not include  minor traffic violations) If YES, explain. 

     AT MINIMUM; you should ask if they have been convicted of a felony or misdemeanor.

7. Applicant may disqualify themselves.  If they are not willing to initial or sign ALL parts of the          application, you may not need to go any further with the process.

----The Fair Housing Act protects the following seven classes:

      1.  Race                 4.  Sex                             7.  Handicap

      2.  Religion            5.  National Origin

      3.  Color                6.  Familial Status

You may not discriminate against a prospective client for any of the above reasons, however:

CRIMINAL HISTORY IS NOT ONE OF THEM

2.  CRIMINAL HISTORY CHECKS

Another tool of the program is the  use of criminal history checks.

There are several options available to you.  The program does not recommend or solicit one idea or another, but we do make available to you, the sources we are aware of.  It’s up to you to use the most workable one for you.

Because state law does not allow law enforcement agencies to give out this information, it is necessary for you to choose one of the options listed here.  You may find another avenue and we will list it if you want to share the information.  
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2 (cont)       Clerk of Courts of your county:

                    Full name and date of birth of person you are checking on

                    $15.00 fee for every person you want a history on

                    Ask for a “STATEWIDE SEARCH” for past 5 years.  This will get your request                            statewide for one price.

                      For Minnehaha County:

                       If you want to do a manual search yourself, you  can while at the counter and there                         is NO CHARGE.

                      You may fax the information  to them.  Call 367-5900 for more information.

                       Call if you are interested in a monthly billing process.

            NOTE: When you get felony history, consider what the charge was.  A felony bad check                 writer does not necessarily constitute a bad tenant!  But yet a misdemeanor possession of               drugs or domestic abuse may!  It’s up to you, what you want to consider.

           You may have to wait up to 10 days for a response, if Clerk of Courts does your check,                   based on the backlog of requests at the Court House.  We understand that this isn’t                        practical in most cases.                    

           Consider this option     (faster)
            The local Clerk of Courts also has an arrangement with the  Clerks of Court in the                          following counties to assist with your requests.  By calling these counties, you will get                    quicker results for your state-wide checks.

             Alphabet letters A thru M      605-539-1202   Jerauld Co Clerk of Courts

             Alphabet letters N thru Z       605-796-4515   Sanborn Co Clerk of Courts

OUT OF STATE CHECKS

             We understand that during the fall of  1998, Congress passed a bill to free up some                 limited  access to “across-the -state-line- information”. We have requested a copy of this                 bill to find out how it will help our program, although we understand it will not take                affect until the year 2000. Senator Daschle’s office is going to try to get us a copy.

 Any person applying for residency can go to any police department to get the  paperwork

       to obtain their OWN criminal history.  This would include about a $10 fee for fingerprints 

        (done in Sioux Falls) and a $15 fee for processing the paperwork for the criminal history in             Pierre.  Obviously, not many people are going to use this method for applying for rent.
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                            Explanation of CRIMINAL HISTORY CHECKS

The following three pages contain several examples of information from criminal history checks.  The first two are copies of history checks that need to be reviewed for past history that may be a concern for you.  We have attempted to translate these, so that you can understand what you are reading.  These are actual responses to requests for checks, however the names have been eliminated for privacy reasons, so that the forms can be used as learning samples.

The third page is a copy of a history check that indicates NO history.  This is the type you will prefer to get!!  The Crime Free Program ENCOURAGES you to check criminal histories.  We understand that it is an up-front expense, but we are finding that some problems that managers are still dealing with are a result of not doing the criminal history check first, or you would have not rented to these people to start with.

Refer to the previous page for phone numbers to obtain criminal history checks.

Explanations:

1.  Defendants name, address and date of birth (DOB) will appear here.

2.  This what the person was charged with.  (Count 1: SIMPLE ASSAULT) There may be more          than one charge per incident, in which case, the next paragraph will indicate what Count 2 is.

       Information on whether the defendant plead guilty, was found guilty or otherwise and the               disposition (how the case was settled) will also appear here.

3.  Any conditions imposed on the defendant; (id: jail time, probation or other arrangements) will         appear in this area

4.  Count 1: Complaint of SDCL 00-00-0 (M2) DEVIATING

     SDCL= the state law that applies.  The zeros would be replaced with the actual state law                 number that applies.

      (M2) = Class 2 misdemeanor= many traffic violations fall in this category.

      (F#) = Felony charge

       Deviating= Traffic Violation

5.  Petty Theft- 2nd degree= shoplifting

6. Several charges all occurred on one violation.  Plea bargaining caused several to be dismissed         in exchange for a guilty plea to one or two of the charges.

7.  Misprision of Felony= Any person who has knowledge of a felony that is committed and fails    to report the crime to law enforcement. .  An example of this is three friends decide to steal a         car.  Two of them take the car while the third decides not to get in the car and yet fails to report the crime to police. The charge of Misprision of Felony is considered a Class 1 misdemeanor.
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                                                     CPTED
                             Crime Prevention Through Environment Design
The principles of CPTED are used when officers conduct your building surveys.  This is Phase 2 of your three phase program and include these areas:

1.  Surveillance - Ability to look into and out of an area includes, natural and mechanical uses

2.  Access Control - 

             Natural- Use of environment, plants, berms, trees, etc

             Mechanical- Security gates, fences, doors that limit access to property

             Organized - security or courtesy patrols, parking permits, etc

3.  Territoriality - Where are the property boundary lines- fences, bushes = Defensible Space

4.   Activity Support  - Filling area with activities and legitimate users.

Certified training course (4 days)  in this concept is offered on occasion around the country and is open to anyone wishing to attend.   You, as a property manager, are not required to be certified in this, but by going through the Crime Free Manager’s Training Seminar, you get an idea of how the concept works.     By referring to section 6 (Program Suggestions), you will see a list of people representing businesses who can help you, because they are certified in the Crime Free Program.  These people (if indicated by the initials CPTED, after their name) have been through the certification school for CPTED and have a better understanding of this process. 

 Private investigators can be used, who are able to get information you need.  You  need to           check the yellow pages for the one you may want to use.  They have their own  charges for getting you in the information.  The amount of time it takes them to get  information varies from company to company. 

       The companies listed below have been brought to our attention.  To remain impartial, the               program does not recommend any companies on this list over any others, but does make                their names available to you as  possible sources of information.  If you come across other              agencies that will work with the program,  please submit them and we will publish them as              well.  

         Olsen Investigations                    

         Mike Olsen                                   

         36434 137th St                             

         Ipswich SD                                   

         (605) 426-6638                           
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3.  MANAGER INFORMATION FORM   is provided by officers who respond to calls in              your complex.  A sample of this is shown here.  It is intended to let you know of a call so that         you can keep track of activities and have something to fall back on to verify calls.  The officers

   are asked to carry these in their cars and leave one at your office, night or day.  If they can’t          find a drop box, forget or don’t have time to leave the card, it will be turned in to our office and     mailed to you. If you don’t receive a card for a call, please call our office at 367-7230 and we         will verify the call  over the phone.

4.  LISTING OF PARTICIPATING LOCATIONS

     The next pages include those locations in the program so that you may share information                with each other.  Examples may be; referrals or non-referrals because of a tenant’s past history       or information about prospective tenants.

     This list will be updated continually and sent to you to reflect any changes, additions or                   deletions.  As a partner in the program, this list gives you other locations that you can refer             potential renters and other manager names if you need to share information.

     If you find errors or need changes made for your property, let us know.
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5.  RENEWAL REQUIREMENTS

The renewal requirements are simple.  The last certificate you were issued is the gold colored annual-renewable certificate.

     To have this renewed:

                       1.  Manager or leasing agent has to be certified

                       2.  Property needs to be maintained at minimum program requirements

                       3.  Offer to tenants (sometime during the year) a safety program of some sort

                       4.  Maintain the integrity of the program 

Based on compliance with the program, your property will automatically receive a renewal certificate.  You DO NOT NEED to pay a renewal fee for signs.  However, if your property fails to maintain program requirements, the renewal certificate will not be issued and the sign will be returned to the Police Department.

PROGRAM REQUIREMENTS
These requirements include:

    1. Property manager or leasing agent must have a certificate from the program.

    2. Apartment property must meet minimum security requirements which include:

         -     Adequate lighting around building and grounds exterior

         -     180 degree door viewers

         -     Deadbolts on doors

         -     Strike plates in wood- frame doors need 3" screws which go into 2 x 4 frame, not just                     the door jam.    Longer screws are not required in metal framed doors

         -     Windows and sliding doors have adequate locks and optional secondary locking devices

                      - “charlie bar” or rod for slide channel 

     2a. Mobile Housing property requirements

          - Adequate lighting around buildings and grounds exterior

          - Ongoing maintenance and appearance of property

          - Written rules of occupancy and property  use for mobile home owners and renters

     3.   Make safety programs and/or information available to tenants 

     4.   Use Crime Free Lease Addendum   
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6.    PROGRAM SUGGESTIONS

Post a list of program requirements on bulletin boards or other areas where tenants can read them.  It helps to remind them, that they are part of the program. The list is in the MISC section of this book.  You may rewrite in your own words or just add to it, any items you specifically want to cover.

The following are program suggestions, NOT  requirements.  Remember, YOU can set any policies you want  on-premise as long as you apply it to ALL tenants.  Include on your list that abandoned or junk cars can not remain on property.  One car leads to another and leaves the impression that it is OK to leave cars parked in that condition.

Suggest leaving a note with owner and giving a cutoff date that car needs to be in running condition, including current license tags, tires inflated and car is obviously being driven and used, or they need to park it in a garage or find storage somewhere off the property. Let tenant know that you will have car removed if they don’t.   If tenant does not comply then car needs to be towed by manager.   Back up what you say! 

The following towing agencies have indicated that they will tow cars from your property and charge the car owner, and, as a normal practice, do not charge  the manager up front.  We are told that towing agencies are  more inclined to tow these vehicles if they are worth at least $200.

As is the practice of this program, these agencies are not recommended over any others. Their names are made available based on their indication that they will work with property managers through the Crime Free Program. None of these agencies are certified in the program.  If you are i

interested in working with them, please call them with questions.

“Gus” Clark                 Mike Langdon                Art Bukneburg

GUS’ Towing               ROBO Towing              Arts Towing/Art’s Autocare

335-0306                      332-0334                       10th and Indiana     338-0224
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6. Program Suggestions (cont)

The following businesses have people certified in the Crime Free Program and may be able to assist you with particular concerns in their area of expertise. Feel free to call them.   The (CPTED) after the individuals name, means they are certified in this process.  Refer back to CPTED in section 6 (program suggestions).

BOB’s Lock and Key               

900 W 41st Street                     

Sioux Falls                                

338-6096                                 

Diamond Vogel Paint and Decorating Center

Lynn Rowe (CFMH)  (CPTED)

Interior Designer

2030 S Minnesota Ave

334-2051                               

Sioux Merchant Patrol & Security Service

Dave Kearney   (CFMH)    (CPTED)                                      

1501 N Cleveland                                                     

334-9357                                                                  

Dakota Security                                                             

Dave Dailey (CFMH)

41785 Wild Clover Circle                                               

543-6040                                                                        

Midwest Alarm Co
Verlin Teichroew  (CFMH)
2309 W 50th St
339-1709
Menards

Tony Badger (CFMH)

3001 S Shirley Ave

Sioux Falls SD

361-0002

Fax 361-9253
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6. Program Suggestions (Cont)

Buildings that have secure outside doors are great, but can cause a problem for emergency people if they need to get into a building and on-site manager or other people are not available to let them in.  A suggestion has been made to us a box similar to a realtor key lock box.  This box will contain a key to the building and have a push-button key pad,  coded for emergency personnel to gain access to the key.  This is up to you to install at your expense.

Many buildings were designed with electrical meters  on the outside of the building,  laundry room or other public access area.  Usually, circuit breakers for each apartment and a master circuit breaker are attached to this same area.  There is a concern that unless the panel containing  the circuit breakers is already locked, they may not be secure.  We have found that to be the case on several buildings.  

The building services inspector informs us that these individual panels or switches can be locked in the open position or the panels locked shut with a padlock.  There needs to be access to a key to unlock these if needed for residents.  It’s suggested that the padlock of your choice be used and a master key be kept by on-site manager.  If there is no on-site manager, a key needs to be available to residents if they need to reset this switch for whatever reason.  It is NOT recommended that a lot of keys be issued, but rather a controlled issue.

If the Fire Dept needs to get at these, they will CUT the lock if a key cannot be located quickly.

The lack of security has been questioned, when many of these breakers are in public view, allowing anyone to cut power to a particular apartment, without anyone knowing it.  It is also suggested that the circuit breaker  not identify the apartment it controls (from the outside of the box) to eliminate any criminal intent. You may choose to have them on a listed elsewhere.

LOCKING MAILBOXES
If you are having problems with mail tampering, locking mailboxes are available for purchase from “Menards”  at customer request. Other stores may have these as well.  Check your sources.
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7. DISPLAY  OF CERTIFICATES AND SIGNS

There are a total of four certificates that should be displayed in a prominent area for anyone who enters your office area to see.

     Green Certificate- is issued to each person who completes the program.  This is an individual          certificate and belongs to the person whose name is on it.

     Red Certificate- is issued to the property  for meeting minimum program securitym                         requirements.  This stays with the property for which it was issued.  

     Blue Certificate- is issued to the property  for completion of the safety social to explain the             program to tenants.  This stays with the property.

     Gold Certificate- is renewed on an annual basis.  Please keep the most recent copy.  It should         be dated for the same month, one year from date of issue.

You may want to make copies of these certificates to keep in a photo binder if you display one, or to keep file copies of your certificates.  The  Crime Prevention Office maintains the issue dates on the certificates and will re-issue them at no cost, should you need a replacement.

SIGNS

The 18" by 24" signs are designed to be displayed on a post or side of building to show that your property is a partner in the program.  These signs are copyrighted and can only be ordered through the Crime Prevention Unit. 

There is a one-time  cost of $21 per sign.  They should be posted at the entrance (s) of your property and/ or on your office area if it’s a separate building.  They do NOT need to be hung on every building in your complex. 

Full color, 5" by 7"- STATIC CLING or hardboard signs are also available ($7.50, each) if you would like one for your office window or wall.
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8.  PROGRAM CONTACTS

     Police Department Crime Prevention Unit
              Crime Free Multi-Housing Coordinators     367-7229 or 7230

                    Dave Rowe

                    Greg Schmit

    City Attorney - Janet Brekke   367-8880

    States Attorney - Dave Nelson- Deb Sittig    367-4226

    City of Sioux Falls Building Services 

                                  Housing Inspector - Pete Nicolai   367-8685

    Sioux Falls Housing and Redevelopment Commission - 332-0704

     804 S Minnesota Ave                                                Fax- 339-9305

     Sioux Falls 57104

    Dianne Hovdestad- Assistant Director   

    Shireen Ranschau - Executive Director

    Sioux Falls Fire Rescue   367-7174

                 Perry Volden

                 Kraig Krehbiel

     South Dakota Multi-Housing Association    336-7756

                 Paula Boyd

                 514 S Minnesota Ave

                 Sioux Falls SD 57104

      Senator Daschle’s Office- Steve Erpenbach (State Director) 334-9596

             1-800-424-9094     

             320 N Main St,  Suite B

             Sioux Falls SD 57104

      SD Housing and Development Authority       

            Box 1237

            Pierre SD 57501                                              Mary Beth Jacobson

            Phone    (605) 773-3363                                  300 N Dakota  Ave Ste 202

            FAX (605) 773-5154                                       Sioux Falls SD 57104               

                                                                                    367-5896
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               CRIME FREE MULTI-HOUSING PROGRAM
Our complex has joined this national program and many other apartment complexes in Sioux Falls, in an effort to help eliminate criminal activity and give you, as residents, a safer and more secure place to live.  Members of our staff have been certified by attending a seminar for this program. 

As part of the requirements for our complex to qualify, we have had a police officer provide us with a security survey and you may have seen some changes that we have made, at our expense, to qualify for the program.  The program has minimum requirements that we must meet prior to having the complex certified.  They include:

                                 1.  Deadbolts on apartment doors

                                 2.  180 degree eye viewers in doors 

                                             (Allows you to see the hallway on both sides of your door)

                                 3.  Secondary Lift and Slide protection for windows and any patio doors.

                                 4.  Ample lighting in hallways and parking lots.

You may see some of these changes immediately and others will be done as we schedule and/or budget for them.

Crime Free Multi-Housing signs will be posted at driveway entrances and at the office.  These signs indicate that the apartment complex displaying them, has met the qualifications for the program. You may also notice our certificates of completion in our office. 

All new applicants will be asked to sign a crime-free lease addendum attached to the application.  This spells out the requirements that are expected from renters.  For those of you, who already rent here and have not signed one, you may look at a copy in the office.  By signing this addendum, the renter agrees not to be involved in criminal activity OR allow anyone they are responsible for to engage in criminal activity.  

This program has proven successful in helping to reduce criminal activity and make complexes a safer place to live.  We ask your assistance, by reporting any criminal or suspicious activity.

Dial   911 if police are needed immediately

Dial   367-7000 for non-emergency response

Dial    367-7007 to report suspicious activity anonymously

                          CRIME FREE MOBILE HOUSING PROGRAM
Our park has joined this national program and other mobile home parks in our area, in an effort to help eliminate criminal activity and give you, as residents, a safer and more secure place to live.  Members of our staff have been certified by attending a seminar for this program.

As part of the requirements for our park to qualify, we have had a police officer provide us with a security survey and you may see some changes that were suggested, if necessary, to we have made or will make at our expense, to qualify for the program.  

Some of the requirements include  maintaining neat appearing landscaping, both from park maintenance and from homeowners, adequate lighting, posted speed limits and speed bumps, if deemed necessary, property boundary markings, through use of landscaping, shrubbery or fencing

and written park rules and regulations.

Crime Free Mobile Housing signs will be posted at driveway entrances.  These signs indicate that our park has met the qualifications for the program.  We will also display certificates of completion in our office.

All new applicants will be asked to sign a crime free lease addendum attached to the application.  This spells out the requirements that are expected rom renters.  Current renters will be asked to sign the addendum at your next renewal.  By signing this addendum, the renter agrees NOT to be involved in criminal activity OR allow anyone they are responsible for, to engage in criminal activity.

This program has proven successful in helping to reduce criminal activity and make complexes a safer place to live.  We ask your assistance, by reporting any criminal or suspicious activity. 

Dial  911  if police are needed immediately 

Dial 367-7000 for non-emergencies

Dial 367-7007 to report suspicious activity anonymously

