OPS ROOF ACCESS POLICY AND FORM


First Approved by:  BOD on April 30, 2025 Rev. 3/16/26
Purpose:
· It is essential that the Association makes sure all vendors (AC or Home Inspectors) accessing the property are licensed, fully insured, and following our rules and procedures. 
· It is also the responsibility of the unit owner to inform their vendor of our Rules and Procedures.  Ideally the Association or board member, Susan, at E19 should receive the Roof Access Form 5 days in advance.  
· Maintenance will also be assessing the area after the service call to ensure there was no damage done to the roof. Polyurethane, by its nature, is fragile and not forgiving to mistreatment and any damage can accelerate its degradation.
Failure to Comply:
Owners who don’t comply with the procedure outlined in the next section are subject to fines.  If a vendor refuses to abide by the instructions received from a Board Member or a designated volunteer, they will be barred from future access to the roof. 
Roof Access Policy and Form: 
·  Prior to sending in the attached form, owners must contact their vendor to send in the following documents to aehomepropertysolutions@gmail.com (if not already on file): Subject: OPOA Vendor Info.
a. License
b. Certificate of Liability Insurance ($1million-naming Ocean Park Owners’ Association as the Certificate Holder c/o A&E Property Solutions, 351 Coconut Drive, Indialantic, FL 32903.
c. Workmen’s Compensation (Workmen Comp. Exemptions will not be accepted.)
d. Auto Insurance
· Once the vendor has sent in the required documents, owners will need to send the attached Roof Access Form 5 days prior to service on the roof by one of the following options:
a. Email to: aehomepropertysolutions@gmail.com Subject:  OPOA Roof Access
b. Mail to: Ocean Park Owners’ Assoc., 333 Taylor Ave., Cape Canaveral, FL 32920) Must be received 5 days before service.	
c. Pass this form to board member Susan at E19. 
· Board of Directors, maintenance, or designated volunteers of the Association are allowed on the roof. 
· If using a hand truck on roof to move AC, the tires must be air filled and not made of rubber.  
· Any equipment over 20 pounds must be set on something to protect the roof surface.  To avoid damage the old AC must come off the roof by the crane before the new AC unit is brought up
· All compressor units, whether being removed or installed, must be resting on something provided. by the contractor or Association to protect the roof. (Mat will be placed by ladder.) 
· All compressor units, whether being removed or installed, must be handled from the ground to the roof using a crane—no exceptions, 
· If the roof foam needs to be cut in order to replace any connections to the AC, the resealing of the roof must be done by our roof contractor as our warranty states.  All fees will be billed to the unit owner.  The resealing will have to be coordinated with the roof contractor by the Association.
· Contractors and home inspectors must use the ladder at the main entrance to access E and G buildings or the Magnolia entrance for the F building.  No other ladders are to be used to access the roof. The ladder will need to be unlocked by someone on the property on the day of service.
Roof Access Recording Log
a. Once the Roof Access Form is received by the Association, the service call will be entered on the Roof Access Recording Log.  If a vendor reports any damage or concerns to the owner while being on the roof, it will be recorded on the OPS Roof Access Form.
b. Maintenance will inspect roof after service call and record his findings on the Roof Access Form.

Date: __________________________
Unit #___________
Owner Name: ____________________________________________

Does the AC Company/Home Inspector have the required documents on file with A & E Property Solutions? (See previous page.) Yes or No
[bookmark: _Hlk189133535]*If “No” Owners will need to have any AC Company/Home Inspector accessing roof to have their Company Name, License Number, Proof of Liability Insurance (excess of $1million), Workmen’s Compensation, and Auto Insurance on file with A & E Property Solutions before work can be scheduled.  All documents must name our association as the certificate holder:  Ocean Park Owners’ Association, c/o A & E Property Solutions, 351 Coconut Drive, Indialantic, FL 32903.

If “Yes”, what is the Name of Company needing roof access? 
___________________________________________________________
Date and time frame work will be done? ____________________________________________________
Describe work to be performed on roof.  

AC Company/Home Inspector has been informed of the following Rules: Yes or No

· If using a hand truck on roof to move AC, the tires must be air filled and not rubber.
· All compressor units, whether being removed or installed, will be resting on something provided by the contractor.  To avoid damage the old AC must come off the roof by the crane before the new AC unit is brought up.
· All compressor units, whether being removed or installed, will be handled from the ground to the roof using a crane-no exceptions. 
· Any equipment over 20 pounds must be resting on something provided by the contractor or the Association to protect the roof.  (A mat will be placed by the ladder.)
· Contractors and home inspectors must use the newly installed ladder to access roof. No ladders are allowed to lean against the building.
· This form needs to be sent in prior to work to have the ladder unlocked. 
· If any damage is noted while on the roof, owners will be notified.  
Owner acknowledges and understands that repairs to the roof due to company negligence will be billed to the unit owner: Yes / No 
Signature of Owner _____________________________________________ 
Board Member Approval:    Yes       No
Board Member Signature___________________________________________________
Date: _________________________________


