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HOW-TO GUIDE 
 
The How-To Guides are companion documents to the HCAI Field Review, Exempt, and 
Expedited Review (FREER) Manual intended as general reference guides and/or 
checklists to facilitate repair, maintenance, minor renovation/remodeling, or installation 
of certain equipment projects. 
 
The How-To Guides are intended only for single-story Skilled Nursing Facilities (SNFs) 
and Intermediate-Care Facilities that are of wood frame construction and excluded from 
the definition of Hospital Building under Article 2, Section 7-111 in the California 
Administrative Code (CAC). 
 
The use of the How-To Guide is made available for use at the discretion of the facility 
owner. HCAI does not mandate the use of the How-To Guide for any condition. Use of 
project-specific design and construction documents prepared by a California licensed 
design professional in lieu of using the How-To Guides is always acceptable, and in 
some cases, may be required.  
 
This How-To Guide gives no consideration to suitability for use in a specific application, 
compatibility with other building systems, appropriate use of materials or design, 
appearances, etc. The facility owner and/or his/her representative shall review all such 
qualities, features, and/or properties to ensure compliance with the California Building 
Standards Code and all applicable local zoning codes and ordinances, appropriate 
integration with other building systems, and proper design for the project specific 
conditions and installation, etc. 
 
While not mandatory, HCAI recommends the facility has a California licensed architect 
or engineer, or a California licensed contractor assist in the review of the code 
compliance checklist herein below. In this manner the facility will have a better 
understanding of the scope of work that may be required for a code compliant re-roofing 
project prior to beginning the work. 
 

RE-ROOFING 
 
A re-roofing project typically requires approval from the local Planning 
Department. This must be obtained separately by the facility, and the requirements 
typically include color and type of roofing material to be used and the visual screening 
of roof mounted mechanical equipment. Evidence of local approval is required prior to 
issuance of a Building Permit. 
 
A large area greater than 300 square feet or total re-roofing project requires a 
Building Permit. Replacement of existing roofing in qualifying Skilled Nursing Facilities 
may be considered maintenance projects, and is exempt from a permit, if certain 
criteria are met as a roof repair. This How-To Guide presents those criteria for general 
assessment of the specific project conditions. The Field Review Expedited Exempt 
from Review (FREER) Guide also discusses re-roofing requirements in Appendix XI(g) 
Re-Roofing Criteria. 
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Installation of a replacement roof without a permit is subject to an investigation fee, 
submittal of a project to the Office for plan review, demolition and/or rework of 
defective non-code complying work, etc. in accordance with the California 
Administrative Code, (CAC) Title 24, Part 1, Section 7-128 “Work performed without a 
permit.” 
 
The facility owner or its authorized representative should review this checklist with their 
HCAI Compliance Officer to determine qualifications, assessment of specific project 
conditions and determination of possible approaches to the application, review, 
permitting, and construction process. Possible approaches include, but are not limited 
to the following: 
 
Roof Repair – For limited repair or patching of an existing roof, where all existing 
conditions are fully compliant with current code and no modifications, repair, or 
remedial work is necessary, the facility may have the work performed by its 
maintenance staff or by a California licensed roofing contractor. Patching of a roof to 
prevent leaks must not exceed three squares (300 square feet). The material used 
must meet the fire rating classification (UL Class A or B) of the existing roof assembly 
(CBC 1505) and shall be reviewed by the Compliance Officer by providing 
specification information on packaging prior to beginning work. Re-roofing over 300 
square feet requires a building permit.  
 
Re-Roofing with Minor Repair Work. – For the permitted removal and replacement of 
an existing roof, where minor repair or remedial work is necessary to bring the roof into 
compliance with current code, the facility may hire a licensed general contractor or a 
licensed roofing contractor who shall prepare construction documents including 
annotated, dimensioned plans; installation, repair and flashing details; and specifications 
for materials and installation. Refer to Appendix F for flat roofs and Appendix G for 
sloped roof installation diagrams. The licensed contractor may administer the work of 
construction for health facility construction projects, subject to the following conditions, 
dependent upon the scope and nature of the remedial work involved (Section 7-115, 
California Administrative Code): 

1. The work shall be performed and supervised by a licensed general contractor 
or licensed roofing contractor who prepares the construction documents 

2. The work does not require the professional services of an architect or engineer, 
3. The re-roofing project is not a component of a larger scope project 
4. The contractor responsible for the design and installation shall also be the 

person responsible for the filing of Verified Compliance Reports, pursuant to 
CAC Section 7-151 

5. The contractor shall provide a signed statement certifying their license is in full 
force and effect, their name and the license number 

6. Drainage shall be compliant per the California Building Code (CBC) Chapter 
1503 and 1511  

7. All the items on the Checklist are checked “Yes” 
8. Roofs shall comply with Chapter 15 of the CBC 
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More Involved Work – For more involved removal and replacement of an existing 
roof, which does not meet the above criteria for “Repairs or Re-Roofing with Minor 
Repair Work”, where modification, repair or remedial work is necessary to bring the 
system into compliance with current code, the facility may need to involve a design 
professional (Architect and/or Structural/ Mechanical/Electrical engineers, dependent 
upon the scope and nature of the remedial work). This work might be of sufficiently 
limited scope that field review by the Compliance Officer/DSE can be used. More 
involved work may require review by HCAI Regional Architectural & Engineering Unit. 
When re-roofing involves repairs or replacement to mechanical systems and/or 
electrical equipment, design professionals are required to evaluate and submit plans 
showing compliance with current code. Refer to Appendix F for flat roofs and Appendix 
G for sloped roof diagrams.  
 
Existing Roof - Unless otherwise noted, the code excerpts on the following pages 
apply to re-roofing projects. It is important to note that, for the purposes of this Guide, 
an “existing roof” is a roof where the installation was previously inspected and 
approved by HCAI. 
 
Determination of Eligibility - Determination of eligibility and appropriate permitting 
process is the responsibility of the HCAI Compliance Officer (CO). Facilities are 
encouraged to work with their Compliance Officer prior to assuming eligibility or an 
approach to permitting. 
 
Inspections – The approved Inspector of Record (IOR), hired by the facility, must 
inspect the work in progress and at completion. Interim inspections will be required 
when construction materials will cover the finished work. Any deficiencies identified 
through inspection shall be corrected before a Construction Final is issued. A 
“Construction Final” issued by the HCAI Compliance Officer is required when the 
work is deemed complete. Responsible parties, including the licensed contractor(s), 
IOR and facility representative shall file Verified Compliance Reports certifying the 
work is in compliance with the approved drawings and specifications in accordance 
with the requirements of the Testing, Inspection, and Observation (TIO) Program. 
(See Appendix A) 
 
Manufacturer's written installation instructions. The installation shall comply with 
the manufacturer’s written installation instructions. The installer (maintenance staff or 
contractor) shall submit to the Compliance Officer, the manufacturer's installation and 
maintenance instructions, in a location on the premises where they will be readily 
available for reference and guidance for the IOR, HCAI staff, service personnel, and the 
owner or operator (Section 1507.1, CBC “Requirements for Roof Coverings”). Reroofing 
systems shall be installed in a manner that is in accordance with the California Building 
Code (CBC) and applicable standards. 
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New Project/Building Permit Application Requirements 

Step 1. Verify that the project is eligible for this program. Consultation with the HCAI  
 Compliance Officer is recommended. 
 

Step 2. If the project exceeds 300 square feet, or the Compliance Officer advises, hire a 
California Licensed Roofing Contractor to assist with completing the checklist 
and plans. 

 
Step 3. Use the eServices Portal online application process or download and print the 

Expedited Building Permit Guide and complete the “Code Compliance Checklist 
for Re-Roofing with Minor Repair Work” beginning on page 5 of this Guide and 
complete the Application for New Project/Building Permit beginning on page 
10 of this Guide. These documents may be filled-in electronically in the 
Electronic Service Portal or manually on paper. 

  
Step 4. Prepare plans showing the location(s) of where the re-roofing work will be 

installed, location of remedial work, and notes for repairs and flashing. Provide 
specifications of materials to be used and installation instructions from package 
data including the listed fire rating. 

 
Step 5. Submit for and obtain local approval (Planning Department) for a re-roofing 

project. This may require alterations to the plans or the specified materials. 
 
Step 6. If not using the online application, print one (1) complete set of the entire 

package (the Expedited Building Permit with completed checklist and 
applications, the Testing Inspection & Observation form, and the plans), sign 
and date where required, and mail or deliver to: 

 
  

https://esp.oshpd.ca.gov/CitizenAccess/Default.aspx
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For construction in Northern California, submit to: 

Department of Health Care Access and Information  
Facilities Development Division 
2020 W. El Camino Avenue, Suite 800 
Sacramento, CA  95833 
(916) 440-8300 phone 
(916) 274-0102 fax 
 
For construction in Southern California, submit to: 
 
Department of Health Care Access and Information  
Facilities Development Division 
355 South Grand Avenue, Suite 1900 
Los Angeles, CA  90071 
(213) 897-0166 phone 
(213) 217-8511 fax 

 
 
Upon issuance of the building permit for the project by the Office, you must 
submit a construction start letter to begin installation of the Re-Roofing project. 
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 Compliance 
Yes No 

PROJECT DESCRIPTION 
1. The re-roofing project is located in a single-story Skilled Nursing Facility 

building of wood or light steel frame construction. 
 

  

2. The roof has been previously inspected and approved by HCAI. 
 

  

3. The project is only for roof replacement as routine maintenance. 
 

  

4a. The work is performed and supervised by the licensed specialty 
contractor who prepares the construction documents, 7-115 (c) 1. 
California Administrative Code or 
 

  

4b. The work is performed by facility staff who shall prepare the 
construction documents required for approval by the Office. 
 

  

5. The work is limited to reroofing where minimum ¼ -inch vertical in 12-
inch horizontal roof slopes are existing and will be maintained (7-115 (c) 
6 C, California Administrative Code) or provides positive roof drainage 
(CBC1511.1 exception 1) 
 

  

 And any roof mounted equipment needing remounting does not exceed 
400 pounds, (7-115 (c) 6 C, California Administrative Code)  
 

  

 May include the reinstallation, support and bracing of existing rooftop 
pipes, ducts, conduit, and fire sprinkler piping. 
 

  

CONTRACTOR (required if project area exceeds 300 square feet) 
6. The contractor is licensed by the California Contractors State License 

Board and provides a written and signed statement to the Office, stating 
that he or she is licensed by the State of California, the license number, 
and affirms that the license is current, 7-115 (c) 5., California 
Administrative Code. 
 

  

7. The contractor responsible for the design and installation, shall also be 
responsible for the filing of HCAI required reports, pursuant to Section 7-
115 (c) 4., California Administrative Code. 
 

  

DOCUMENTS FOR SUBMITTAL TO HCAI  
8. Application for New Project (Appendix B) 

 
  

9. Application for Inspector of Record (IOR) (Appendix D) 
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 Compliance 
Yes No 

10. Testing, Inspection & Observation (TIO) Program (Appendix A) 
 

  

11. Application for Building Permit (Appendix C) 
 

  

12. Plans which include the following information: 
 

  

13. Local Planning Department Approval letter 
 

  

14. Existing Roof Demolition Plan showing area to be re‐roofed, number of 
existing roofing layers, roofing to be removed, existing roof penetrations 
(roof/attic vents, plumbing vents, rooftop fans, HVAC equipment, etc.), 
sheathing type and thickness to be removed, scuppers and roof drain 
size and locations, gutters and downspout size and locations, seismic 
separations locations, roof mounted ductwork, piping, and conduit; slope 
arrows and pitch of all sections of the existing roof. 
 

  

15. New Roof Plan showing locations of replaced sheathing, sheathing type, 
thickness and nailing pattern; insulation type and fasteners required; 
vapor barrier type and installation; new flashing, counter flashing 
locations; roof vent locations, HVAC equipment curbs, 
crickets/saddles/cants, ductwork supports and bracing; piping & conduit 
supports and bracing; roof drain locations, gutters and downspouts size 
and location, slope arrows and pitch of roof, roof access ladder location. 
 

  

16. Specifications of Roofing System (UL Class A or B Fire Retardant) 
including UL design number or system number specifically approved for 
re-roofing and manufacturer’s installation instructions for new 
products. 
 

  

INSTALLATION 
17. General. Materials and methods of application used for recovering or 

replacing an existing roof covering shall comply with the requirements of 
California Building Code (CBC), Chapter 15. 
 

  

18. Existing slope is equal or greater than ¼” vertical in 12” horizontal. 
 

“Positive roof drainage is a continuous, unobstructed sloping path 
(slope ¼” per foot minimum) for completely draining water within 48 
hours following rainfall.” 

 

  

19. Substrate. Deteriorated or damaged wood structure, including any 
sheathing, shall be replaced so as to restore the original integrity of the 
roof. Such materials shall be installed in accordance with the applicable 
portions of CBC chapter 23 Wood. 3401.2, California Building Code. 
 

  



- 8 -
OSH-FD-How to Guide for Re-Roofing (11/2022) 

Compliance 
Yes No 

20. Reinstallation of materials. Existing slate, clay or cement tile shall be 
permitted for reinstallation, except that damaged, cracked or broken slate 
or tile shall not be reinstalled. Existing vent flashing, metal edgings, drain 
outlets, collars and metal counter flashings shall not be reinstalled where 
rusted, damaged or deteriorated. Aggregate surfacing materials shall not 
be reinstalled. 1510.5, California Building Code. 

  

21. Flashings. Flashings shall be reconstructed in accordance with 
approved manufacturer’s installation instructions. Metal flashing to which 
bituminous materials are to be adhered shall be primed prior to 
installation. 1510.6, California Building Code. 

  

ROOF MOUNTED MECHANICAL UNITS 
22. Flat or low sloping roofs: Mechanical units mounted on curbs shall 

have sloped cant strips at the base on the high side(s) to ensure that 
positive drainage away from curbs is provided. Flashing shall be installed 
at vertical elements to prevent moisture wicking upwards or seeping 
beneath the roofing barrier, facilitating the flow of drainage around all 
raised obstructions. 

  

23. Sloped roofs: on sloped roof decks, mechanical units may be installed 
on level platforms that would normally obstruct the downward flow of 
running water. These platforms shall be trimmed with “crickets” that 
provide the minimum 1/4” per foot drainage around the obstruction 
framing, and metal flashing over the framing and beneath the roofing 
material as required by California Plumbing Code 1503.2. 

  

PROJECT CLOSURE 
24. At the completion of the project, Verified Reports shall be provided by the 

installer/contractor in accordance with the approved TIO for the project. 
Additionally, the owner shall submit a final verified cost of the project to 
the Office. 

  

25. Schedule the HCAI Compliance Officer to provide final inspection and 
clearance. 

  

26. The Office will administratively close the project upon receipt of all 
required documents, clearances and fees. (See Section IX of the FREER 
Manual) 

  

END OF CHECKLIST 
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C
-O

T3 X 
Substrate for roof covering  
CBC 1507 
Requirements for Roof Coverage 

C
-O

T4 X 
Installation of roofing materials 
CBC 1506 
Materials 

NOTE: To Be Determined (TBD) – The name of the firm or individual to perform this test or special inspection shall be submitted to and approved by the 
Office, prior to proceeding with the work that requires this test or special inspection. 

FOR OFFICE USE ONLY 
HCAI Field Acceptance 
Name: 

Date: 

APPENDIX A

X X 
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APPENDIX B



11 
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APPENDIX C
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APPENDIX D
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APPENDIX E



ADDITIONAL REQUIREMENTS FOR FLAT ROOFS APPENDIX F 
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Figure 1 Ponding on flat roofs 

Figure 2 Flat roof drainage systems 
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Figure 3 Typical cricket and saddle layout 
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Figure 4 Scupper drains 

Figure 5 Basic elements of good drainage in flat roofs with parapets 

Figure 6 Secondary roof drainage not required 
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Figure 7 Separate primary and secondary roof drains 
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Rain Loads 

• CBC does not permit under any circumstances any roof configurations
without positive drainage.

• The term "positive drainage" is defined as "the drainage condition in which
consideration has been made for all loading deflections of the roof deck, and
additional roof slope has been provided to ensure drainage of the roof
within 48 hours of rainfall".

Title 24 (CBC, CPC, etc.) - "positive roof drainage" 
• Section 1101.11.2 of the CPC requires secondary drainage on roof areas by

roof scuppers, an open side, or a secondary roof drain.
• Section 1107.1 of the CPC requires "Secondary (emergency) roof drains or

scuppers shall be provided where the roof perimeter construction extends
above the roof in such a manner that water will be entrapped if the primary
drains allow buildup for any reason.

Title 24 (CBC, CPC, etc.) - "positive roof drainage" 
• Section 1107.2 of the CPC, Separate systems required, states:

Secondary roof drain systems shall have the end point of discharge
separate from the primary system. Discharge shall be above grade, in a
location that would normally be observed by the building occupants or
maintenance personnel.

Reroofing Project Conditions 
• Single ply roofing system validation
• Manufacturers QA/QC for the installation and maintenance of the

roofing material
• New crickets & cants sloped at ½ in 12 to ¼ in 12
• Slopes to be added around each drain
• New lower scuppers
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Shingles at Roof Vent 

Shingles at Pipe Vent 
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