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Selection Criteria
Your Board needs to establish a policy outlining the eligibility and selection pro c e s s
for your development. The policy should meet your operating agreement require-
ments, and be easy to administer and explain to applicants.

The criteria you establish for selecting residents will set priorities for deciding
which people to house from the list of eligible applicants, and ensure subsidized hous-
ing is given to people who need this support. Selection criteria should be:

• Consistently applied to all applicants.

• Targeted to meet local housing needs.

• Objective, documented, and defensible.

• Non-discriminatory and meet the legal re q u i rements of the Human Rights Code, 
the Residential Tenancy Act, and the Co-operative Association Act.

All subsidized housing operating agreements contain anti-discrimination clauses, which
vary slightly, but in general prohibit discrimination on the basis of race, religion, place
of origin, gender, marital status, or whether there are children in the family. In addi-
tion, the Residential Tenancy Act states that landlords cannot discriminate against re s i d e n t s
or prospective residents based on the source of their income. However, you can devel-
op criteria that target the population group your organization was set up to assist.

W h e e l c h a i r-modified units are intended for people with disabilities. BC Housing can
help you fill these units by referring applicants who require wheelchair accessible
accommodation from our applicant registry, or by putting you in touch with com-
munity agencies that refer applicants. For information, call Housing Services at
604-439-4750, local 370, or contact the BC Paraplegic Association at 604-324-3611. If
you operate a development for senior citizens with modified units, you can also off e r
these units to younger applicants who need a wheelchair modified unit.

Have each applicant complete an Application for Accommodation form. The information
in the form will clarify whether an applicant qualifies for subsidized housing. (Ab l a n k
copy of BC Housing’s form is included in the appendix on page 39 as a sample.)
Applicants need to understand:

• How the application process works.

• How people qualify for housing.

• Any point score system you use.

• What housing is available.

• The ongoing status of their application.

• What core housing need means.

Chapter 1
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Core Housing Need
C o re housing need is a national standard used to determine if people are eligible for
subsidized housing. People with lower incomes below a set amount are said to be
in core housing need.

Canada Mortgage and Housing Corporation (CMHC) produces annual Core Need
Income Threshold tables (CNITs) for each community. CNITs set maximum income
levels — sometimes called Housing Income Limits (HIL) — for diff e rent size units in
d i ff e rent areas of the province. These incomes re p resent the most people can earn and
remain eligible for a rent subsidy. Below these income levels, it’s difficult for people
to find uncrowded housing in good re p a i r, without spending more than 30 per cent
of their income for rent.

For example, if a family’s gross monthly income is $2,500 (or $30,000 annually) and
they need a thre e - b e d room unit, they could aff o rd to spend $750 per month on re n t ,
which is 30 per cent of income. If rents for this size unit are higher than $750 a month,
this family would be in core need.

In subsidized housing built after 1986, families, people with disabilities, and sen-
iors must have incomes at or below the CNIT amount for their area to apply for
subsidized housing, which is called “rent-geared-to-income, or RGI” housing.

“Non-RGI” units built through the provincial HOMES BC program are an excep-
tion, where people pay rents that are comparable to prices for rental units in the private
market. Housing co-ops built through the federal Index Linked Mortgage (ILM) pro-
gram also have non-RGI units. And in some developments built under the HOMES
BC Homeless/At Risk and Lower Income Urban Singles programs, tenants pay a
flat rent on the door. (Refer to page 12 for more information on these programs.)

We recommend you use the CNIT amounts as an income guideline to select re s i d e n t s
for developments built under housing programs prior to 1986. BC Housing sends
you the new CNIT tables each year, so you’ll always have current figures. (Curre n t
tables are included in the appendix of the Rent Calculation section.)

Sample Selection Methods
G roups with HOMES BC buildings may develop other criteria for selecting re s i d e n t s ,
in addition to core housing need for RGI residents. This section explains four pos-
sible methods you can use, or you may decide to develop a new approach that better
suits your community’s housing needs. Submit your selection method to BC
Housing six months before a new development opens. You can also revise your appro a c h
after the development opens, as long as you keep us informed.

The point score system described below must be used for developments built
under the federal/provincial program between 1986 and 1992. (See page 15 for more
information on this program).

R E S I D E N T R E L AT I O N S  •  C H A P T E R  0 N E
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FIRST COME, FIRST SERV E D

This method works exactly the way it sounds. Housing is offered to eligible appli-
cants in the order they apply. As long as people meet the income criteria and fit one
of the client groups the program serves, no other criteria are used to give some peo-
ple higher priority than others.

This method is based on the philosophy that the way to treat applicants fairly is to
p rovide housing to people as they seek it, without making some people wait longer
than others. 

As well, this approach can be easier to administer and explain to applicants than other
methods. Housing co-ops that use this method stress the importance of educating
applicants about the responsibilities of co-op membership. Some people may
decide to withdraw their application or not apply, if they’re not interested in par-
ticipating at the development, while others will want to become active members.

POINT SCORE

Apoint score method assigns points to applicants based on their need for housing,
so the more points someone has, the greater their need. Then housing is allocated
to those in greatest need first. Points may be given for:

• C o s t ~ Percentage of income people pay for housing and heat, so those paying 40
or 45 per cent of their income for rent are given a higher point score than some-
one paying 30 per cent, for example.

• U rg e n c y ~ Anotice to vacate current accommodation, when people have to move
because the unit has been sold or the owner is moving in, and they must find another
place to live within three months. (Not because they have damaged the place or
not paid the rent on time.)

• C u r rent Housing Conditions ~ Overc rowded living conditions or inadequate housing.

• I n c o m e ~ The amount of applicants’ total household income and the value of their
assets. Everyone must be in core housing need, but people with lower incomes are
in greater need than those earning more.

• Special Factors ~ Other factors that affect applicants’ living arrangements, for
example, violence or abuse in the home, someone with mobility problems but no
elevator in their building, or someone who lives far from work or school.

• Time Waiting (OPTIONAL) ~ You may wish to add a category to the point score list
to recognize the length of time an applicant has been on the applicant list.

The philosophy behind this approach is to house the people in highest need first as
units become available, without any time rating, or with a small weighting for time.
With a point score system, some applicants may remain on the waiting list for a long
time, because others who apply more recently continue to move in front of them in
the line for housing. The earlier applicants remain eligible, but others continue to
be in worse housing situations. 

This method is used to house people in developments built between 1986 and
1992, through the federal/provincial subsidized housing program.

H o u s i n g  P r o v i d e r  K i t  •  O p e r a t i o n s
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MODIFIED CHRONOLOGICAL

Amodified chronological system combines the first come, first served and point score
methods, with eligible applicants housed based on need and their order on the wait-
ing list. Those on the waiting list are ranked by need and application dates, so eligible
applicants do not remain in the same priority on a waiting list for long periods.

For example, one vacancy could be off e red on a first come, first served basis, to the
next person on the waiting list. The next vacancy would be off e red to the applicant
who qualifies based on point scoring. Ensure HOMES BC units are also filled
based on the three income groups — deep and shallow core need and non-RGI —
to maintain the income mix among residents. (See page 9 for an explanation of these
income groups.)

PRIORITY PLACEMENT

Priority placement puts a defined group of applicants at the top of the waiting list.
The intent is to offer housing first to people who have traditionally been in a dis-
advantaged position. As units become available, they are offered to someone from
the priority group (and within each income category for HOMES BC develop-
ments). If no one from the priority group is on the waiting list, the unit is then off e re d
to another applicant. If you have more than one vacant unit, one unit could be off e re d
to the priority placement applicant and another to an applicant from the waiting list. 

Housing Co-ops
Housing co-ops may have additional criteria for selecting future members, such as:

•A commitment to co-op principles.

•A willingness to participate.

•A positive attitude to living in a diverse community.

• Ability to live independently.

Co-ops should tell applicants about these criteria, and apply them without discrimination.

To find out how other organizations select residents, call the Co-oper-
ative Housing Federation of BC at 604-879-5111 or 1-866-879-5111, and
the BC Non-Profit Housing Association at 604-527-8859 or 1-800-494-8859,
for contacts and ideas.

Program Criteria
The criteria for selecting residents vary among diff e rent housing programs, and will
be detailed in your operating agreement. This section provides an overview of selec-
tion re q u i rements for housing programs with provincial and joint pro v i n c i a l / f e d e r a l
funding. Some housing providers also manage federally funded developments, which
are not covered in this guide. 

R E S I D E N T R E L AT I O N S  •  C H A P T E R  0 N E
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1) HOMES BC

HOMES BC is a provincial housing program that provides interim constru c t i o n
financing, operating subsidies and rent supplements to non-profit, co-op and priv a t e
housing providers who develop or operate aff o rdable housing for low and moderate-
income British Columbians.

a) HOMES BC Non-Profit and Co-operative Housing

Low and moderate-income families, seniors, and people with disabilities are eligi-
ble to apply for housing in HOMES BC non-profit and co-operative developments.

For HOMES BC, a family is defined as a minimum of two people and
includes at least one dependent child, re g a rdless of the child’s age.
Other housing programs define a family as a minimum of two people,
with one person dependent on the other.

P a rents who have custody of their children at least 40 per cent of the time are eligible
for space to accommodate the children.

You can set criteria to maintain a particular social mix in the community, but crite-
ria cannot be based on personal attitudes. For example, you may want a balance between
two parent and single parent households, or you may want to select families with
c h i l d ren of diff e rent ages to ensure each age group has playmates. In addition, appli-
cants may be excluded if re f e rence checks show their behaviour has been unsuitable
in previous housing. The HOMES BC operating agreement requires you to submit
your selection process to BC Housing six months before a development opens.

Income Mixing

Unlike previous housing programs administered by BC Housing, where units are
offered to people in the greatest need, often with the lowest incomes, the HOMES
BC program was designed to create mixed income communities. Mixed income hous-
ing reflects the broader make up of our society, and re s e a rch has shown this
approach provides a healthy environment for children to grow up in. To achieve a
balance of mixed incomes among residents, units in the development are allocated
to:

• People in “deep core need” and “shallow core need,” who pay 30 per cent of their
income for rent, or “re n t - g e a red-to-income (RGI).” (See next section for definitions.)

• People with moderate incomes who can afford to pay rents that are close to pri-
vate market prices, or “non-RGI rents.”

60 per cent of the units are for residents in core need: 30 per cent for families in shallow
core need and the other 30 per cent for families in deep core need. The remaining
40 per cent of the units go to residents paying non-RGI rents.

H o u s i n g  P r o v i d e r  K i t  •  O p e r a t i o n s

R E S I D E N T R E L AT I O N S  •  C H A P T E R  0 N E 8

HPK-v1.qxd  12/29/08  3:51 PM  Page 8



Shallow and Deep Core Need

Shallow core need means someone’s gross household income falls between the max-
imum CNIT level for that size unit and 70 per cent of the maximum. Using the example
of a maximum CNIT level of $30,000 for a three-bedroom unit, household income
should fall between $1,750 and $2,500 per month — or $21,000 and $30,000 per year
— to be eligible for a shallow core need subsidy.

Deep core need means gross household income is below 70 per cent of the CNIT amount.
For people in deep core need to be eligible for a thre e - b e d room unit, their household
income would be less than $1,750 per month or $21,000 per year.

Non-RGI or Market Rents

Non-RGI or market units are intended to house people with moderate incomes, rather
than high-income earners. That’s why the HOMES BC operating agreement says these
residents should not pay less than 20 per cent of their gross household income for
rent or housing charge, when they move in. For example, if 20 per cent of a fami-
ly's income is $1,000, but the rent for the unit is $950, this family would not be eligible
because their income is too high to qualify. To qualify for this unit, monthly house-
hold income would need to be $4,750 or lower. If the income limit is making it diff i c u l t
to fill your non-RGI units, contact your Property Portfolio Manager.

Under the HOMES BC operating agreement, BC Housing assumes your non-RGI
or market rents are set at 90 per cent of an appraised rent. The appraised rent is deter-
mined by reviewing prices for similar units in the local private rental market. (See
Schedule D of the HOMES BC operating agreement for an explanation of the
appraisal process.)

BC Housing sends ‘repayable assistance’ to you to cover the diff e rence between 90
per cent of the appraised rent and the cost of operating the units — which is called
the economic rent. Initially, the economic rent will exceed the non-RGI amount you
c h a rge. However, the gap between the non-RGI amount and operating costs begins
to close over the years. When market rents exceed economic rents — probably about
year twenty — you start repaying the repayable assistance, using the surplus funds
you collect from the non-RGI rents. Refer to Chapter 3 of the Financial Management
Guide for more information on repaying the repayable assistance. 

Income Eligibility for RGI Units

Residents paying RGI rents must provide proof of income at initial occupancy
and at least once annually. For more information on the income review process, re f e r
to Section 2 of this guide, on Rent Calculation.

If their income increases, RGI residents living in HOMES BC developments will never
pay more than a non-RGI resident does in the same size unit. Under earlier pro g r a m s ,
RGI rents are not capped, and residents pay 30 per cent of their income with no re n t
ceiling.
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Income Eligibility for Non-RGI Units

Residents paying non-RGI amounts do not have annual income reviews. Instead,
you confirm whether applicants’ incomes make them eligible for non-RGI units at
occupancy.

The goals for HOMES BC developments are to give people secure housing and build
a stable sense of community among residents. So people are not expected to move
out of their housing, disrupt their lives and leave friends behind if their income goes
up. Non-RGI residents continue to pay the rent or housing charge you set for non-
RGI units.

Maintaining Unit Mix When Residents’Incomes Change

Specific units in the development are not designated for particular income levels.
Instead, your HOMES BC operating agreement specifies the exact number of units
designated for people with deep and shallow core need and non-RGI incomes. Some
flexibility is allowed because people’s incomes can change over time, as people move
in and out, their incomes rise and fall, a unit that’s been occupied by a resident pay-
ing the non-RGI amount is given to someone who pays rent-geared-to-income, or
vice versa.

For example, you may want to provide a rent subsidy to a non-RGI tenant or
housing member, who experiences a p e r m a n e n t d e c rease in income. If you have a shal-
low need resident who no longer needs a subsidy, switch the subsidy designation,
so the non-RGI resident becomes RGI, and vice versa. It’s not unusual for a deep or
shallow core need resident to become non-RGI, through a change in family composition
or employment. When you’re confident the change in household income is permanent,
you can transfer the deep or shallow core designation to another resident who needs
the subsidy. The next option is to wait until an RGI resident leaves, and then switch
the subsidy designation between units. The last option is to apply to BC Housing
for approval to change the income mix to give you an additional subsidy.

To change a non-RGI unit to RGI, or an RGI unit to non-RGI, you need to complete
the Change in Unit Designation form in the appendix of Section 2 on Rent Calculation.
We use this form to track the subsidy and repayable assistance for the development.

Some applicants with deep or shallow incomes may be interested in renting a non-
RGI unit, because it may be a better option than what’s available in the private market,
with rent at 90 per cent of market rents in the area. Housing providers may choose
to rent non-RGI units to these applicants. However, you re q u i re a clear policy to define
how non-RGI residents can apply for subsidy to have their re n t - g e a re d - t o - i n c o m e .
For example, your policy could state that:

•A non-RGI resident must have resided in the unit for a minimum of one year to
apply for subsidy, and

• Subsidies are off e red based on time on the waitlist or by need, as they become
a v a i l a b l e .

If you decide to offer non-RGI units to applicants with lower incomes, ensure they
understand before moving in that they will not automatically receive a subsidy.
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For information on developing policies, refer to our Governance Guide,
or contact the BC Non-Profit Housing Association at 604-527-8859, 1-800-
494-8859, or by email at admin@bcnpha.bc.ca, to obtain a copy of their
Policy Template Manual. Housing co-ops can contact the Co-operative
Housing Federation of BC (CHF BC) at 604-879-5111 or 1-866-879-5111 .
The CHF BC offers workshops on policy development, and has a
re s o u rce library with manuals and sample policies from other housing
co-operatives.

If you have an accumulated operating surplus, you can use some funding to help
a non-RGI resident with a short-term income problem to avoid rent arrears. The funds
must be repaid, so set out repayment arrangements in writing. You can’t create a re s e r v e
of funds for this purpose — only surplus funds from the current year can be used.
If you’re considering this kind of loan, ensure all other demands on the surplus are
c o v e red first. (Refer to the Financial Management Guide for more information on
s u r p l u s e s . )

Adjusting the Income Mix to Reflect Local Market Conditions

The operating agreement says BC Housing may agree to adjust the income mix fro m
time to time to reflect local market conditions. For example, if a community expe-
riences an economic downturn for several years, some market units may be diff i c u l t
to fill, with a higher percentage of local people in need of rent subsidy than in other
communities. Or a new industry may open in a community, providing jobs for many
people who were previously out of work, and people who had required subsidies
no longer need assistance, so the demand for RGI units drops.

To make an adjustment in the income mix, you have to demonstrate the need for an
alternative approach with supporting figures. Here’s a list of the information BC Housing
re q u i res to determine whether the 30/30/40 income mix should be adjusted to meet
housing needs in your community:

• Does your waiting list show no or little demand for housing by one of the target
income groups?

• Have you advertised to attract eligible applicants to fill the vacancies you’re
experiencing?

• Is your development listed with local and regional housing registries?

•Have you contacted community agencies, advocacy organizations, emergency shel-
ters, transition homes, and immigrant and refugee service providers to ensure they
are referring potential applicants to the development?

• What are the market conditions in your area?

For assistance and approval in adjusting the income mix of your units, contact your
Property Portfolio Manager.
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b) HOMES BC Homeless/At Risk Housing (HAR)

The HOMES BC program also funds second stage housing to help lower income peo-
ple at risk of homelessness. HAR developments provide an intermediate stage of housing,
between emergency shelters and independent housing, and offer support services
to help people regain or maintain their independence. Eligible clients include:

• People who are homeless.

• Women and children leaving abusive relationships.

• People with a mental illness and/or substance dependency.

• Inner city youth who need support to get off the street.

Residents’ incomes must be at or below the core need level, and they must be able
to live independently in a self-contained unit, with the support services you offer.

c) HOMES BC Multi-Service Housing

Multi-service housing developments combine short-term, emergency shelter beds
and support services for people who are homeless or at risk of homelessness, and
some self-contained, second stage apartments. This housing is intended to:

• Help repeat users of emergency accommodation achieve stability and end home-
lessness, and

• P rovide additional shelter capacity in extreme cold, wet weather conditions, in space
that would normally be used for other purposes, such as re c reational or cafeteria
areas.

The short-term housing includes beds in shared or single rooms, without private bath-
room or kitchen facilities. This housing is targeted to people in immediate need of
shelter, and offers stays of less than one month. Services in the emergency shelter
section may include meals, clothing, laundry, first aid, preventative health care, show-
ers, haircuts, and referrals to training, employment, legal and financial assistance.

Second-stage housing offers self-contained apartments with private bathro o m s
and kitchens for independent living. This housing targets people needing support
services to make the transition from homelessness to more permanent housing. Support
services can include help with housekeeping, meal preparation, medical care, life
skills, and referrals to service agencies, banking, counselling and drop-in pro-
grams, training and employment insurance.

Applicants/residents must be in core housing need.

d) HOMES BC Low Income Urban Singles (LIUS)

Low income single people in urban centres account for almost half of households
paying 50 per cent or more of their income for rent, putting them at risk of home-
lessness. LIUS developments provide affordable housing for this group.

To be eligible, residents’ income must be at or below the core need level, and they
cannot have dependent children.
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e) HOMES BC Supportive Seniors Housing

R e s e a rch has shown that supportive housing helps seniors live independently
longer and can improve their health. These developments combine secure, afford-
able housing with a variety of personal services that may include:

•A daily meal program.

• An emergency monitoring and response system.

• Help with housekeeping and laundry.

• Social and recreation activities.

Supportive housing can be self-contained private units, with additional common din-
ing and social spaces, or shared housing, with private rooms and common kitchen,
dining and social areas.

One household member must be 55 or older, and must need some or all of the sup-
port services off e red at the development. Some residents in core housing need
pay re n t - g e a red-to-income, and others pay non-RGI rents for market units. The degre e
of income mixing is based on the need and availability of alternatives in the local
market housing.

f) HOMES BC Rent Supplement Units

HOMES BC also offers rent supplements to help eligible applicants pay market re n t s
in existing private, non-profit and co-op rental housing in their community. The re n t
supplement pays the diff e rence between the market rent for the unit and 30 per cent
of gross household income. The subsidy amount is subject to a maximum market
rent. Eligible renters must be in core housing need, with incomes at or below the CNIT
levels, and include:

• Large families.

• Seniors, 55 and older.

• Women with or without children who are leaving abusive relationships.

• People who are HIV positive or living with AIDS.

• People with mental illnesses.

• People with disabilities who can live independently and qualify for a disability
pension, or can’t work because of a disability.

Market units can be provided for rent supplements by:

• N o n - p rofit and co-op housing providers who have used all their available subsidy
funding.

• Private landlords.

In addition, non-profit community organizations can identify eligible renters, help
them find appropriate housing, and work with BC Housing staff to administer the
rent supplements. Developments built under the HOMES BC program are not eligible
for additional subsidies through this pro g r a m .
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2) PRIORITY PLACEMENT PROGRAM 

BC Housing’s Priority Placement Program supports low-income women leaving tran-
sition houses. Women and children fleeing abusive relationships need stable,
s e c u re, aff o rdable housing to give them an opportunity to change and re b u i l d
their lives. As a result, we give priority for subsidized housing to women who are
leaving abusive relationships without safe permanent housing, in BC Housing
developments. About 25 per cent of our family vacancies are placed through the pri-
ority placement program. We encourage non-profit societies and co-ops to consider
housing priority placement applicants in existing units, because the need for this hous-
ing is great. To qualify for the program:

•Applicants must reside in a transition house, or be re f e r red by an agency or
service BC Housing recognizes, at the time they apply for priority placement.

• Applicants must be in core housing need.

• Women with children are eligible for permanent housing.

• Single women 55 and older can also be housed permanently.

• Single women under 55 can be housed on a short-term basis.

For information, contact BC Housing’s Priority Placement Coord i n a t o r
at 604-439-4730 or 1-800-257-7756, local 730.

3) BC HOUSING HEALTH SERVICES PROGRAM

Our Health Services Program helps individuals with a mental illness access subsi-
dized housing in existing developments. Secure, aff o rdable housing enables people
with mental illness to maintain better mental health, live independently, and be more
involved in the community.

Our Health Service Consultants are Registered Psychiatric Nurses and Registered
Nurses. We work with non-profit and co-operative organizations and private mar-
ket landlords interested in housing people with mental illnesses who can live
i n d e p e n d e n t l y. We also provide housing for people with mental illnesses in BC Housing
developments.

We partner with community service agencies to ensure adequate support services
a re provided so tenants can maintain their tenancy. In addition, our Health Service
Consultants provide:

• Education for housing staff on mental illness and related issues.

• Skills training to enhance staff effectiveness in relating to residents who may have
a mental illness or behavioral problems.
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Your participation in the program is voluntary. To get involved, call 
BC Housing at 604-433-1711 or 1-800-257-7756, and ask to speak with a
Health Services Consultant.

This program received national recognition from the Clarke Institute of Psychiatry
in Ontario in 1997, as a ‘Best Practice Model in Mental Health Reform.’

4) SUPPORTED INDEPENDENT LIVING PROGRAM (SILP)

The Supported Independent Living Program is a partnership between BC Housing, 
the Ministry of Health and the health regions. SILPis a supported housing pro g r a m
that enables people with severe and persistent mental illness to live independent-
ly in affordable, self-contained housing. The Ministry of Health funds the shelter
component of SILP, and BC Housing administers the program. 

S t a ff from community mental health centres across the province select participants
for the SILP p rogram. To refer a resident or applicant to this program, contact
your local mental health centre.

5) HOUSING PROGRAMS FROM 1986-1992 

Eligible applicants for developments built under the joint federal/provincial hous-
ing program, from 1986 to 1992, include:

• Families.

• Seniors.

• People with disabilities.

•Singles over 45 in the downtown eastside community of Va n c o u v e r. (Some excep-
tions are made to include other areas.)

Each applicant’s gross household income must be at or below the core need level,
people must be paying more than 30 per cent of income for rent, and/or be living
in inadequate housing. 

Apoint score system should be used to select residents for these developments. Yo u
assign points to applicants based on the affordability, adequacy, and suitability of
their current housing. Then units are off e red to the people in highest need, as
housing becomes available. Housing co-ops also use willingness to participate in ru n-
ning the development as a criterion for selecting new members. 

You’ll find a more detailed explanation of the point score method on page 6. BC
Housing’s point score form and instructions are included in the appendix, starting
on page 43 as an example.
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Under this program, BC Housing also provides rent subsidies to non-profit societies
to house people with disabilities in private market rental units. To be eligible:

• An applicant must be in core housing need.

• Applicants must fit the society’s target group, such as people with HIV/AIDS,
mental health consumers, or people with mental disabilities.

We also administer a limited number of rent supplement units to provide aff o rd a b l e
housing in communities where no other subsidized housing exists, and place
applicants in these units.

In addition, BC Housing provides subsidies to federal Index Linked Mortgage, or
ILM co-operatives, where 30 to 50 per cent of the units are available for people in
core need. Co-ops use a point score system to select co-op members for these sub-
sidized co-op units. 

6) NON-PROFIT HOUSING FOR THE DISABLED

Section 82(1)(a) National Housing Act (NHA)

Low-income individuals and families with physical or mental disabilities or men-
tal illnesses are eligible for housing developed through this program, primarily in
group homes and some other facilities.

While not re q u i red, we recommend using Core Need Income Threshold levels to deter-
mine income eligibility.

7) NON-PROFIT HOUSING FOR SENIORS

Section 82(1)(b) NHA

Applicants for this housing must be low income and 55 or older, or one member of
a couple must be at least 55. Younger adults (19 and up) with physical disabilities
can also be placed in wheelchair-modified suites. 

We recommend using the following additional criteria for determining eligibility:

• Applicants’ incomes are at or below the Core Need Income Thresholds.

• People are paying more than 30 per cent of their income for rent.

• Current housing is inadequate.

If you have difficulty keeping these units occupied, your Board of Directors may decide
to accept applicants who are younger than 55, disabled and unable to work.
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8) P R O V I N C I A LR E N TA L A S S I S TANCE PROGRAM FOR
S E N I O R S

Section 95 NHA

To apply for housing in developments built through the Provincial Rental A s s i s t a n c e
Program (PRAP) for Seniors, applicants must be low income and 55 or older, with
preference given to people who are 65 and over. When couples apply for housing,
at least one partner must be 55 or over. You can also offer modified units to younger
adults, 19 and older, with physical disabilities, if there aren’t any senior applicants
with disabilities. 

You can set additional criteria, such as serving local residents first, as long as the cri-
teria aren’t discriminatory. Again, we recommend using the CNIT income levels to
determine eligibility. If you have difficulty keeping these units occupied, your
Board of Directors may decide to accept applicants who are younger than 55, dis-
abled and unable to work.

To ensure the housing goes to lower income people, the combined income of all re s-
idents cannot exceed 130 per cent of what you would collect if everyone received
the minimum BC Benefits rate. 

To complete this calculation, add up the actual incomes of all residents, divide this
amount by the total you would have collected if everyone received BC Benefits, and
multiply the answer by 100 to see how much actual income exceeds 100 per cent.
It can’t be more than 130 per cent. 

For a step-by-step example, go to the Comparison Calculation: 130 Per Cent
of BC Benefits Maximum Average Income for the Building in the appendix
on page 52.

9) P R O V I N C I A LR E N TA LA S S I S TANCE PROGRAM FOR THE
DISABLED 

Section 95 NHA

To be eligible for housing built under the PRAP-D program, applicants must be either:

• Single adults who receive BC Benefits for the Disabled.

• Single adults who meet the disability criteria for BC Benefits, but get their income
from other sources instead of BC Benefits.

The combined income of all residents cannot exceed 130 per cent of what would be
collected if everyone received the minimum BC Benefits rate. Refer to the instruc-
tion sheet on page 52 in the appendix called Comparison Calculation: 130 Per Cent of
BC Benefits Maximum Average Income for the Building.

Refer to the Financial Management Guide for information on the subsidy
formula for each program.
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The Housing Registry
Since the fall of 2001, applicants have been able to access many affordable housing
developments by completing one Housing Registry application form or by calling
one phone number. People can also download the application from BC Housing’s
website at www.bchousing.org.

Applicant information and housing choices are entered into a centralized and
secure database. This one-stop application process is especially helpful for people
with physical or mental health issues, who need affordable housing. The Housing
Registry coordinates access for applicants and reduces duplication among housing
providers’ applicant lists.

N o n - p rofit and co-operative housing providers with an access password log into the
internet-based system, or request the information via fax or mail, when filling
vacancies. The registry links you to a list of applicants you can individually scre e n .

The registry was initiated by the BC Non-Profit Housing Association, and the part-
nership involves BC Housing, the Co-operative Housing Federation of BC, non-pro f i t
housing providers, housing co-ops, Lower Mainland municipalities, information and
referral service groups, and other community-based organizations. For information,
contact the BCNPHAat 604-527-8859 or 1-800-494-8859.

National Occupancy Standards
When you offer housing to applicants, ensure people are given a unit with the cor-
rect number of bedrooms for the size of their household. Most operating agre e m e n t s
require you to use CMHC’s National Occupancy Standards, which state:

• No more than two and no fewer than one person per bedroom.

• Couples and spouses share a bedroom.

• Parents do not share a bedroom with their children.

• Dependent people aged 18 or older do not share a bedroom.

• Dependents of the opposite gender aged five and older do not share a bedroom.

We recommend some additional occupancy guidelines:

• Two children of the same gender under 18, or two children of opposite gender under
age five, may share a bedroom although they are not re q u i red to. Base your
decision on whether the room is large enough to accommodate two people.

• Do not house more than one person in a studio unit.

• One-bedroom units may be offered to singles or couples, depending on the size.
Asmall one bedroom is more suitable for a single person, while a larger unit should
be offered to a couple.
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• If your seniors’ development contains studio and one-bedroom apartments,
place couples in the one-bedroom units and singles in the studio suites.

• Some seniors’ buildings contain single and double one-bedroom units, with dif-
ferent bedroom sizes. Try to place singles in the smaller units and couples in the
doubles. But you can house couples in a single one bedroom if they request one
of these units.

These standards may be waived in periods of high vacancy rates, if you have few
people on the waiting list. For example, you may decide to over house a family of
t h ree in a thre e - b e d room unit, instead of a two-bedroom unit, if the thre e - b e d ro o m
is the only unit available, and there’s no one on your waiting list for a unit that size.
Or you might under house a family with four children in the three-bedroom unit.
In either situation, include an addendum to the tenancy/occupancy agreement so
the residents understand and agree that they may be asked to move to another unit,
if the appropriate size becomes available. Contact your PPM for a sample addendum.

Resident Transfers
Existing residents may request a transfer to another unit for a variety of reasons. A s
a result, you need to develop a policy for responding to transfer requests. Apply your
usual selection process to transfers. Point score based on need, time waiting, or mod-
ified chronological. Tell people it’s not possible to determine when or if a transfer
will occur, because the decision depends on the number of other housing applica-
tions and transfers.

BC Housing’s transfer policy for our directly managed units is outlined below, as
an example.

We advise prospective residents not to accept a unit at the outset if they do not think
it’s suitable. We consider requests to transfer to another unit or development after some-
one has lived in their current accommodation for at least a year, and the tenancy is
in good standing — meaning rent payments are not in arrears and we have not issued
a Notice to End Te n a n c y. Transfers are considered in the following situations:

Medical need ~ Aphysician must write a letter or fill out the Medical Documentation
Form describing why a resident or household member cannot continue living in
the current housing. The form should explain why the housing is detrimental to
the resident’s physical or mental health, and how a move will alleviate the pro b l e m .
You’ll find a copy of the form in the appendix on page 52.

An unreasonable distance from work ~ Someone’s place of employment changes after
moving in, and the round trip commute exceeds three hours, or transportation is
unavailable when they have to travel to work. We re q u i re a letter verifying the re s-
ident has stable employment.
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Social conflict ~ A resident’s well-being or safety is at risk from violence, harass-
ment, or trauma, and the police or a community agency provides written support.

Over housed or under housed ~A family member has left or joined the household,
making the unit too large or too small for the number of people living there. Generally,
these residents are offered another unit with the right number of bedrooms.

When a child or children move out of a family development, leaving a single par-
ent under 45 who is not disabled, we issue a 90-day Notice to End Te n a n c y, and the
p a rent must move, because the housing is intended to support families. But if
a single parent is 45 or older and has lived in the unit for at least a year, they may
be eligible to transfer to a studio unit in a seniors’ building or a one-bedro o m
in a family building, if you have this size unit available. The resident has to com-
plete a transfer request within three months of becoming over housed, and choose
a minimum of three developments to move to. In rural areas where there may be
fewer than three developments in the community, this re q u i rement can be waived.
And if demand for housing in an area is high, we sometimes re q u i re an individual
to be willing to move to another community to retain the rent subsidy.

Most residents will work with you to resolve over and under housing situa-
tions. If you encounter a problem with someone who is over housed and is not willing
to move to a smaller unit, you can issue:

•A 90-day Notice to End Tenancy as a last resort.

• Or a notice of subsidy withdrawal for someone in a unit with a maximum re n t
c e i l i n g .

Develop a policy on handling over housed situations and ensure residents are aware
of the process.

When children are temporarily absent ~ If someone is involved in a custody dispute
or working with the ministry responsible for child apprehensions to have their chil-
dren returned, we leave them over housed for six months to avoid jeopardizing
the opportunity to have the children at home. We continue to charge rent as if the
c h i l d ren were living there, and after six months, we ask for additional documentation
to update the situation and find out when the children are expected to return.

Request to transfer household members ~ Residents occasionally request that some mem-
bers of their household transfer to a new unit, with the rest retaining the current
unit. We will approve the move as an under housed transfer, if both parties qual-
ify as either a family, senior, or person with disabilities and have lived in the unit
for at least a year.

Unusual circ u m s t a n c e s ~ We review situations that don’t fit any of these categories
on an individual basis.
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If you use a point score system, assign points for each of these transfer reasons. 
Acopy of BC Housing’s Transfer Request Point Score Guidelines is included in the
appendix on page 54.

Your residents can apply for a transfer through BC Housing, non-profit, and co-op
waiting lists.

Contact the BC Non-Profit Housing Association at 604-527-8859 or
1-800-494-8859, or the Co-operative Housing Federation of BC at
6 0 4 - 8 7 9 - 5 111 or 1-866-879-5111 for information on how other gro u p s
handle transfers.
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H O U S I N G  I S S U E S

Most housing developments encounter issues concerning pets, parking, play-
grounds, smoking, and use of common areas. You need clear, consistently applied
policies to manage these and other issues. The policies you develop should re s p e c t
residents’ privacy and the diverse ways people live. If possible, give residents an oppor-
tunity to review, discuss and recommend changes to the policies.

Some of BC Housing’s policies are described below as examples. You can
also contact the BC Non-Profit Housing Association at 604-527-8859 or
1-800-494-8859, and the Co-op Housing Federation of BC at 604-879-5111
or 1-866-879-5111, to find out how other organizations approach these
issues, and for information on the BCNPHA’s Policy Template Manual
and the CHF BC’s policy workshops and resource materials.

Parking
Parking frequently becomes a contentious issue, so it’s important to have a parking
policy and enforce it consistently. As an example, BC Housing’s tenancy agre e m e n t
states:

• Residents may only park vehicles that are operational, licensed and insured.

• Residents must obtain prior written consent to park full-sized trucks, recreation
vehicles, commercial vehicles, boats or trailers.

• Vehicles considered dangerous, not ro a d w o r t h y, or vehicles leaking fluid must be
removed within 24 hours.

• Guests may park in designated visitor parking areas only.

•BC Housing can tow away, at residents’ expense, any vehicles improperly parked,
or parked in a way that contravenes the agreement.

Residents are advised of the parking regulations when they sign the tenancy agre e-
ment. We review the need for parking at a development, and use one of thre e
options, depending on the building and how much parking is available:

Unassigned parking ~ Residents and guests can park in any spot in the parking are a s .

Decal parking ~ We issue parking decals for residents’ vehicles. If a vehicle does
not have a decal and is parked in resident parking, we post a written notice on
the vehicle to:

• Contact the caretaker to register the vehicle if it belongs to a resident, or

• Park the vehicle in visitor parking or off site if it doesn’t belong to a resident.

Chapter 2
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If the same vehicle is seen in resident parking again, we post a second notice warn-
ing the vehicle will be towed if found on BC Housing property a third time. Then
if the vehicle shows up again, we arrange for it to be towed away at the owner’s expense,
and keep copies of the dated notices in the site office.

R e g i s t e red parking ~ We register each resident vehicle, re c o rd the vehicle make,
model and license plate number, and assign a parking spot. If another vehicle
parks in an assigned spot, we have the vehicle towed at the owner’s expense.

In addition, if a resident vehicle is unlicensed, inoperative or uninsured, we give the
re sident seven days written notice to remedy the situation. We may negotiate a grace
period, allowing a resident to use unlicensed vehicle insurance to address the
issue, except when:

• Site parking is not sufficient.

• The vehicle is not roadworthy.

• The resident already parks several vehicles on site.

• The resident repeatedly requests permission to use unlicensed vehicle insurance.

We put the agreement in writing, and obtain a copy of the insurance. If the pro b l e m
isn’t resolved by the end of this grace period, we advise the resident the vehicle will
be towed and when.

Signs are posted at each development stating that unauthorized vehicles will be towed
away at the owner’s expense and the location they’ll be towed. Check with the tow-
ing company to determine if it will post signs. And check with municipal authorities
to ensure the sign wording conforms to legal standards.

Use of Common Areas
C O M M O N / R E C R E ATION ROOMS

As an example, here are some of the guidelines that govern use of common areas
at BC Housing developments:

• Activities should be for the benefit of residents.

• Individuals or groups of residents cannot be restricted from using common are a s
at their site unless the date conflicts with a previously scheduled event.

• Common areas are not rented to external groups, unless the residents’ association
or landlord gives approval, to ensure residents have first priority for using the space.

BC Housing signs an agreement with the residents’ association to cover these terms
and other logistical concerns such as cleaning, maintenance, noise, obtaining a license
to serve alcohol, and providing a list of events to the Property Portfolio Manager. The
principle underlying the policy is that common space is intended for residents’ use.
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Use the sample Space Use Agreement in the appendix on page 56 to help you set up
a similar agreement, or call your Property Portfolio Manager for advice. In addition,
you can contact the BC Non-Profit Housing Association at 604-527-8859 or 1-800-494-
8859, or the Co-operative Housing Federation of BC at 604-879-5111 or 1-866-879-5111 ,
for sample policies. Whatever approach you use, let residents know what activities
the common areas can be used for and how they access these rooms.

OUTDOOR AREAS AND PLAY G R O U N D S

The BC Non-Profit Housing Association has developed optional policies for outdoor
areas in its Policy Template Manual, which include:

•Recognizing that play is an important activity for children, and encouraging
children to play safely and with regard for the privacy of other residents.

• Playing is prohibited in the garage, driveways or internal roadways of the devel-
opment.

• House rules may designate certain areas for certain types of play or age groups,
or as passive areas. (By a vote of residents.)

• Adult size bicycles are to be walked on sidewalks within the development.

• S k a t e b o a rding and roller blading are not permitted on the grounds, or are re s t r i c t e d
to areas specified in the house rules.

• No excessive noise, such as loud parties, stereos or yelling, in the outdoor areas.
Organized activities should end by dark.

• P a rents are responsible for supervising their children, and ensuring toys and games
are not left outside in common areas.

•Anyone caught vandalizing property will be responsible for correcting or paying
for the damage.

You may also want to have play equipment for younger and older children, with
rules covering the hours the playground is open, bullying, and people disciplining
others’ kids.

Smoking
In BC Housing developments, people can smoke in their own units, but smoking
is not allowed in lobbies, hallways, laundry rooms, lounges and other common areas. 

Check your local bylaws, as many bylaws ban smoking in all public areas. If you have
an option, you need to decide whether to make all public areas non-smoking,
given the health impact on all residents and staff. 
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Pet Ownership
BC Housing has Pet Ownership Te r m s for residents in the buildings we manage, because
many people enjoy having a pet for companionship. Here’s how our pet policy works,
as an example:

•People living in most buildings can keep a bird, fish, rodent, or one dog or cat, as
long as the pet doesn’t disturb or harm other residents. Cats and dogs must be spayed
or neutered, and pets are re g i s t e red with us when people move in, or when a re s-
ident acquires a pet after moving in. We provide tags for dogs and cats. Certain
breeds of dogs are restricted.

• When there are two elevators, pets aren’t allowed in one. Cats are permitted up
to the seventh floor, except where the majority of tenants in a building have
voted to allow cats on additional floors. Dogs are permitted up to the third floor.

• Pets are not allowed in the lounges, laundry rooms, or libraries, unless the animal
is a dog trained to assist people with special needs.

• Dogs must be on a leash and all pets must be kept under control in common are a s
of the building or on the grounds.

• Residents are expected to clean up their pets’ waste.

• We ask people to name a contact who can look after their pet in case of emerg e n c y.

BC Housing’s Pet Ownership Terms a re included in the appendix on page 58. For assis-
tance drafting a pet policy of your own, call your PPM, the BC Non-Profit Housing
Association or the Co-operative Housing Federation of BC for samples. Some
housing providers don’t allow pets, while others allow small pets such as fish, bird s
and cats, but no dogs. 

Arrears
N o n - p rofit and co-operative groups need a consistent, fair arrears policy and
process to:

• Help ensure rent/housing charges are paid on time.

• Help prevent evictions for late payment or non-payment of rent/housing charg e s .

• Keep the organization from falling behind financially.

• P rovide the documentation needed to justify an eviction or termination if it
becomes necessary.

Refer to Chapter 4 of the Financial Management Guide for more information
on developing an arrears process.
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Death of a Resident Living Alone
You need a process to guide your staff and directors when someone dies. Care t a k e r s
should be familiar with the policy so they can respond at any time. Include detailed
p ro c e d u res in their training or orientation package. BC Housing’s guidelines for han-
dling the death of a resident who lived alone include:

• Calling 911, or the police department in areas without 911 service, to report the death
as soon as you become aware someone has died. The police will call the ambulance
service. Do not touch anything or use the phone in the unit.

• If there’s a pet, call the emergency contact person to take the pet, or arrange board-
ing for the animal if you can’t reach the emergency contact.

•Change the lock after the body has been removed to secure the property and pre-
vent unauthorized access.

•If there is no designated contact for the deceased resident, call the coro n e r’ s
office within five days. If the coroner does not have an executor on record, they
will contact the Public Trustee to respond. Then all inquiries should be directed
to the trustee.

• Only allow the executor of the estate, the spouse, or the closest relative access to
the suite. Ask the executor to see the will and some identification. If there is no will,
ask the spouse or relative for a birth or marriage certificate or deposition.

• If there is a dispute among relatives, ask the coro n e r’s re p resentative for dire c t i o n .

• Friends should not be given access.

The police will notify the family about the death. However, your staff or a director
will need to offer condolences and communicate with family members about the re m o v a l
of the deceased person’s property and the date the unit will be vacated. Expect the
family to experience a period of grieving, which may affect your interactions with
them. In addition, you may want to provide staff with opportunities to debrief after
a death occurs, because the situation can be difficult and emotional for them. For exam-
ple, you could hold a memorial service in the building for staff, residents, and dire c t o r s ,
or arrange a session with a grief counsellor.

We have a more detailed pro c e d u re for responding to a death. Call Housing
Operations at 604-433-1711 for a copy.
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Residents Needing Care
If you operate a development for seniors and people with disabilities, residents may
be interested in setting up a program to monitor people’s health. For example, each
morning residents can hang a card that says, “I’m okay” on their door handle, and
remove it at night. Volunteers check to see if the cards are displayed in the morn-
ing and removed in the evening, so they know quickly whether someone needs
assistance.

On occasion, a resident may ask to have someone else move in for a few months, so
they can take care of a sick relative or friend. You can support this type of home care ,
but in these situations people are not given an extra bedroom.

If a resident is admitted to hospital or a health care facility, you can hold their unit
until they return. However, if a resident has to remain in a care facility and can no
longer live independently, the tenancy should be ended.

If someone needs a live-in attendant for a brief period—following an operation, for
example—they would keep their current unit. But if a resident needs a permanent
attendant, they qualify for an extra bedroom. (See page 38 of the Rent Calculation
section for information on when attendants pay for housing.) 

Sharing Information
One way to familiarize new residents with the development is to provide a hand-
book or move in package that includes information on the:

• Caretaker/Co-op Coordinator’s name and phone number.

• Emergency and regular maintenance phone numbers.

• Use of community space.

• Parking.

• Recycling programs and garbage disposal.

• Residents’ organizations.

• Pet policy.

• Laundry room hours.

• Gardening.

• Rent/housing charge payments and the annual rent review.

• Fire and earthquake safety procedures.

• Dispute resolution process.

• Snow shoveling.

• Rental insurance.

• Residential Tenancy/Co-operative Association Acts.
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• Arrears policy.

• Community agencies and resources.

• The types of housing issues you can respond to and the issues that fall under
police jurisdiction.

Let residents know about any policy or program changes that affect them. Use a notice
b o a rd, flyer, or newsletter to keep people informed about these updates, as well as:

• Services such as financial and job counselling.

• Health information events.

• Community events.

• Society/co-op activities.

• Educational opportunities.

Arrange for agencies such as the fire department, multicultural service org a n i z a t i o n s ,
community groups, and sports clubs to make presentations to give residents impor-
tant safety and community information. Or you can co-sponsor these events with
the residents’ organization at your development.

BC Housing has prepared a resident handbook for people living in the
buildings we manage. Contact your PPM if you would like a copy to use
as a guide in developing your own. And the BC Non-Profit Housing
Association and Co-op Housing Federation of BC can put you in touch
with other groups to find out how they share information with re s i d e n t s .
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D I S P U T E  R E S O L U T I O N

Many organizations respond to disputes on an ad hoc basis, because people worry
about setting precedents. But just as you need to inform people about the process
for handling garbage disposal, you also need to let them know the process for han-
dling conflict, because conflicts are unavoidable. The best way to respond to conflict
is to deal with it. Denying or avoiding the conflict does not make it disappear. As
long as the conflict remains unresolved, it will continue, and may become worse.

Establish a Process
Your organization needs a consistent, clearly articulated policy and process for deal-
ing with disputes that is respectful of all parties, and is understood and supported
by residents, staff, and directors. Everyone’s role and authority should be defined,
and the Board needs to let staff know what role they are expected to play. The pro c e s s
must be accessible to everyone. Meetings, publications, and posters can all be used
to get the message out.

Many housing co-ops have a Member Relations Committee to deal with disputes.
If not, the co-op Board handles this responsibility. Co-op policies often provide for
mediation and/or arbitration if parties are unable to resolve the issue.

Issues Between Residents
With all types of disputes, the first step is to go to the source. If a resident has an arg u-
ment with a neighbour, manager, or dire c t o r, or vice versa, the individuals involved
should talk with each other first.

Different people have different levels of ability to handle this type of communica-
tion, but it is the best place to start. People have to be pre p a red to reach agre e m e n t s ,
realize they may not get everything they want, and be willing to give and take for
the process to work.

An example of the wrong appro a c h ~ A resident complains to the manager about
another resident who sets out their garbage and lets it collect all week before tak-
ing it to the dumpster. The building manager responds by issuing a memo to all re s i d e n t s
telling them to follow the proper process for garbage disposal, and other residents
get angry because they haven’t done anything wrong.

A better appro a c h ~ The two residents discuss the issue first and see if they can re a c h
an agreement. If they are unable to resolve the issue, the manager can inform the neigh-
bour about the waste disposal procedures at the building.
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When residents talk to staff or a co-op director about an issue with another re s i d e n t ,
advise them to try speaking to their neighbour to reach an agreement. If people are
unable to talk to each other, the resident can try writing a note, although people will
sometimes react negatively to notes. If residents are unable to reach a resolution, the
next step is for one to put the complaint in writing to the manager at a non-profit
development, or the member relations committee or Board at a co-op.

Let residents know their complaints must fall within your jurisdiction under the R e s i d e n t i a l
Tenancy Act, Co-op Association Act, occupancy agreement or Rules, or the Human Rights
C o d e for the staff or Board to intervene. People tend to confuse tenancy issues with
parenting or social issues, and don’t realize it’s not up to a manager to make value
judgements about residents’ lifestyles. Refer any criminal code or bylaw enforc e m e n t
issues to the police or municipality.

For example, a manager or coordinator cannot tell a resident not to let their childre n
shout or be noisy. But if a neighbour lets the kids play loud music at 3 am, the activ-
ity breaches the RTAbecause it disturbs others’ right to “quiet enjoyment” of their
homes. And if a co-op occupancy agreement provides for quiet enjoyment, this
a c t i v i t y would contravene the agreement.

If a resident takes an issue to the manager or member relations committee and
n o t h i n g appears to have been done within a reasonable period, the next step is to
write to the society or co-op Board.

If residents have an ongoing dispute over diff e rences in personal or cultural values —
rather than an issue governed by the RTAor co-op occupancy agreement — and the
personal dispute does not affect other residents, you cannot resolve the situation for
them, unless you are pre p a red to act as a moderator or offer conflict resolution serv-
ices. In addition, both people have to be willing to resolve the issue or it will not be
resolved. However, if their dispute begins to disturb others and you receive com-
plaints from people, the problem can then be dealt with as a tenancy issue under the
RTA or occupancy agreement.

Many housing co-ops’ policies provide for mediation and/or arbitration, before con-
sidering termination. You re q u i re documented grounds to proceed with an eviction
under the RTA. (For more information on evictions under the RTAor terminations
under the Co-op Act, refer to Tab 4, Administration, Chapter 1, pages 6 and 8.)

Residential Tenancy Officers can provide information about how the RTAapplies
to non-profit buildings, before issues become irresolvable. If you discuss a tenan-
cy issue with a resident and it’s still not resolved, ask the resident to call an officer,
at 604-660-3456 or 1-800-665-8779, for information on landlord and resident rights
and responsibilities under the Act.

The Co-op Housing Federation of BC maintains a list of experienced mediators
f a m i l i a r with housing co-operatives, who can work with co-op members to reach
a mutually agreeable solution to disputes.
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Issues Between Residents and Staff or the Board
Advise residents to approach staff first, if they have an issue with staff. For exam-
ple, if a resident has a complaint about how a caretaker is doing the job, the first step
is to discuss the problem with the caretaker and try to reach an agreement. If they
are unable to resolve the situation, the resident could then write to the caretaker’s
supervisor.

If a resident has concerns about a director, it’s best to speak to the director first. If
residents have a dispute with the Board of Directors of a society or co-op, they should
try to resolve it within the organization. If residents believe the Board’s conduct falls
outside of its legislative authority, they can contact the provincial ombudsman.

Housing co-ops are self-managed, democratic organizations that give all members
the right and responsibility to participate in the affairs of their community. Encourage
members to work together democratically, which includes dealing with their pro b-
lems. Members who still have concerns can request the issue be brought before a general
meeting for discussion.

If someone on staff has an issue with a resident, try talking to the resident first to
resolve your diff e rences. The next step is to go to the Board for assistance, if you have
been unable to resolve the problem one-on-one.

Keep in mind that residents may be afraid to complain about someone on staff or
the Board because of the power imbalance that exists. We recommend your Board:

•Designate a director to respond to issues between residents and staff or Board mem-
bers, when residents are uncomfortable or unable to resolve issues directly. This
d i rector would be responsible for suggesting ways to resolve issues and deciding
when to bring in an outside mediator.

• Build relationships with residents that create an atmosphere of trust, so people will
feel comfortable speaking out.

How to Respond to Residents’ Concerns
B o a rds will often assume staff are right and residents are wrong when letters of com-
plaint are received, or when there’s an issue between staff and a resident. But a conflict
gives Boards and staff the opportunity to gather information and encourage dialogue
between people. Treat all concerns as legitimate, and:

• Be open-minded, assume nothing about the issue, and avoid reacting.

• Respond to residents’ questions, requests and complaints as soon as possible, and
ensure written and verbal communication with residents is respectful, clear and
informative.

• Investigate to find out as much as you can about the situation from all perspec-
tives. Find out the source of the problem.
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• Assure staff your intention is not to undermine them, rather, you want to gather
information and treat all concerns as valid.

• Report your findings back to the resident.

Defining Your Process
H e re are some of the questions to address when setting up a dispute resolution pro c e s s
for the organization:

• What level of complaint goes to staff, what level to a member relations commit-
tee, and what level to the Board? Residents need to know where to take their issues.

•Will staff handle tenancy issues governed by the RTA? Who handles co-op
Rules/occupancy agreement issues?

•What processes are staff expected to use to deal with a legitimate tenancy complaint
with a resident?

• Do you issue letters of warning, and if so, how many? The number of warnings
may vary for diff e rent issues. For example, you may only issue one warning if some-
one lights a fire in the building, but give people three warnings for playing loud
music late at night. Letters should provide clear information in respectful language
to explain:

– The issue.

– How the activity is viewed under the RTA/co-op occupancy agreement or
Rules.

–You would appreciate the activity stopping.

– The outcome if the activity doesn’t stop. (Only include eviction or termination
in the final warning.)

– The person to contact with questions or concerns.

• If staff are unable to resolve issues, do they have the authority to evict people, or
does the Board make decisions on evictions?

• A re staff trained or paid to act as moderators on personal diff e rences to help peo-
ple reach agreements?

• What methods do staff have the authority to use? For example, can they recom-
mend someone move to another part of the complex, or promote the services of
external agencies?

• Do you want to offer conflict resolution services?

You can arrange communication skills and conflict resolution training
t h rough the Co-operative Housing Federation of BC, the BC Non-Pro f i t
Housing Association, the Justice Institute of BC, and local centres such
as colleges, universities, and professional organizations.
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D I V E R S I T Y

Making Our Housing Communities More Inclusive
Adapted from “Diversity in Action” and “Living with Diversity“ by the Co-operative Housing
Federations of Canada and BC.

Inclusive communities welcome everyone. An inclusive community does not
exclude certain people or groups of people from becoming members. The commu-
nity includes everyone in its activities and decision-making.

We live in a diverse country and this is reflected in our co-operative and non-pro f i t
housing communities. Different groups express their own unique values and atti-
tudes in everyday activities. Many of these diff e rences emerge in the housing
communities where people live and participate.

The majority of Boards, residents, and managers of housing communities support
the ideals of community inclusiveness, tolerance, and acceptance of diversity.
H o w e v e r, significant problems can arise related to diversity issues. These pro b l e m s
result not only from the interaction of diff e rent cultural groups, but also from other
dimensions that create personal identity. Many problems have to do with questions
of class and socio-economic status; intergenerational diff e rences; education; pare n t i n g
s t a n d a rds; diverse aesthetic and moral standards and value conflicts; physical and
psychological abilities and challenges; various approaches to environmental aware-
ness, safety, cleanliness, and conceptions of leisure; use of space; and diff e re n t
definitions of interpersonal boundaries.

Board members, non-profit staff, and property managers understand they are in a
complex double role as an authority responsible for social order, and as agents of
social change and community development. They are concerned about how often
residents (especially newcomers) have pre-conceptions about management, which
range from fear and mistrust in the face of authority, to overall dependency and
u n c r i t i c a l obedience. As a result, they must work beyond their job description to cope
with problems of all kinds, from health issues to lending support, from administration
to community leadership, from handling maintenance to community org a n i z a t i o n .

Most agree the use of common areas in a housing community is a strong indicator
of the quality and health of the community. Communities that use the common are a s
tend to show more community integration and inclusiveness than those that lack
common areas or do not use them. Property managers and staff of non-profit soci-
eties tend to have closer links to the community in developments where common
rooms are widely used.The best ways to address problems resulting from encounters
among people with different backgrounds are for people to know each other and
for a community to be in place. Communities in which residents know each other 
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BC Housing Transfer Request Point Score Guidelines

Note: Points can only be assigned under one (1) section, A – G, plus time waiting.
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A) Medical Need 65

Due to a medical condition the tenant or a member of the household can no longer live satisfacto-
rily in their current unit. Amove to alternate accommodation will improve and/or alleviate the medical
condition. A letter from the tenant’s medical practitioner supporting the transfer must be provid-
ed.

B) Urgent Medical Need 75

The tenant’s health and safety is under an immediate risk. Aletter from the tenant’s medical prac-
titioner supporting the transfer must be pro v i d e d .

C) Unreasonable Distance from Work or School 73

Following the date of occupancy, the tenant’s place of employment has changed such that trans-
portation is either unavailable when re q u i red, or is in excess of three hours round-trip. The tenant
must provide a letter of employment verification.

D) Social Conflict 60

Continued residence in the unit or vicinity will put the well-being of the tenant, or a member of the
household at risk from harassment, or other undesirable consequences. Police or an appropriate com-
munity resource agency must support these circumstances in writing.

E) Urgent Social Conflict 70

Continued residence in the unit or vicinity will put the tenant at serious risk from trauma, violence
or harassment and the tenant’s safety is under serious or immediate risk. Police or an appropriate
community resource agency must support these circumstances in writing.

F) Underhoused

Achange in the household composition has resulted in the unit being too small for the household.

Short 1 bedroom 62

Short 2 bedrooms 64

Short 3 bedrooms 66

Short 4 bedrooms 68

G) Overhoused 80

Achange in the household composition has resulted in the unit being too big for the household and
the household qualifies for a transfer. See definition of "Empty Nester" on reverse.

H) Time waiting 0 - 20

Based on application date, award four (4) points per year to a maximum of twenty (20) points.
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Empty Nesters
If a family composition change arises and results in a single tenant residing alone
in a family unit, the tenant may be eligible to apply for a transfer as an “empty nester.”
The single tenant must meet the following basic criteria:

• Be 45 years or older; or

• Be under age 45 and qualify as a person with a disability; and

• Have resided in the unit for a minimum of one year.

If the tenant meets the above criteria, they will be relocated to a bachelor or one-bed-
room unit. The tenant must complete a transfer request within three (3) months of
becoming over housed, and identify a minimum of three (3) developments they are
interested in relocating to.

If the above criteria of an “empty nester” are not met, single tenants in over housed
situations will be issued a ninety (90) day Notice to End Tenancy.

Requests to Transfer Additional Household Members
Requests to transfer one or more tenants in a household to a new unit, while the re m a i n-
ing tenants continue to reside in the current aff o rdable unit may be considered. Both
the transferring household and the household remaining in the current unit must
have lived in the unit for a minimum of one year and meet the basic eligibility re q u i re-
ments for applying for housing.

R E S I D E N T R E L AT I O N S  •  A P P E N D I X

H o u s i n g  P r o v i d e r  K i t  •  O p e r a t i o n s

55 55

HPK-v1.qxd  12/29/08  3:51 PM  Page 55



SPACE USE AGREEMENT
A g r e e m e n t to the conditions outlined is made between British Columbia Housing
Management Commission (herein re f e r red to as “BC Housing”) and ________________
(herein referred to as the “Association”) on this date .

This agreement applies to the following spaces operated by BC Housing:

• 

• 

• 

• 

The terms of this agreement are as follows:

1. Association activities shall be designed for the benefit of all tenants. Activities shall
be appropriate to the facility and comply with civil and criminal codes and by-
laws.

2. The Association may not refuse or restrict the use of the common area to other BC
Housing tenants or group of tenants, unless the date conflicts with a previous engage-
ment of the facility or violates any of the conditions found within this A g re e m e n t
or the Constitution of the Association.

3. BC Housing shall retain the right to use the facility for BC Housing business. The
Association shall have first priority for the common area, however every effort will
be made by the Association to avoid conflicts with scheduled BC Housing activities.

4. No payments shall be made by any party for use of the common area if they are
a BC Housing tenant or tenant group. A nominal fee may be charged as a dam-
age/cleaning deposit for use of the common area to non-BC Housing tenants or
g roups of tenants. Adamage/cleaning deposit policy shall be determined by the
Association, but the deposit shall not exceed $100 per use. 

5. N o n - residents may attend events and functions of the Association in the common
area provided they are guests of the Association or authorized groups using the
common area. 

6. There shall be no alcohol or illegal drugs on the premises. However, a “Special
Occasion” licence to have beer or wine at a special event may be obtained. The
Association will develop a policy based upon a majority vote of tenants on the use
and administration of a liquor licence. The policy must comply with civic bylaws
and ensure that events at which liquor is available are adequately supervised.

7. Smoking policy for the common area will be established by the A s s o c i a t i o n
based upon a majority vote of the tenants. The policy must comply with civic bylaws
and be approved in writing by BC Housing.

8. The Association shall not change any locks on any common area. Keys to common
a reas issued to the Association shall not be duplicated, and the Association shall
establish and enforce a key policy, as approved by BC Housing.
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9.   The Association shall provide responsible and adequate supervision and contro l
noise and behaviour in and around the common area for all Association activi-
ties. Amember of the Board of Directors of the Association will be in attendance
at all Association activities.

10. Following each activity, the Association is responsible for sweeping the floor. This
includes leaving washrooms and kitchen clean, removing decorations, spot
cleaning walls, removing garbage to a bulk container, and stacking and storing
tables and chairs. Where applicable, BC Housing will vacuum, shampoo, and wash
and wax floors as agreed with Association.

11. Any malfunctions, loss or damage of BC Housing furnishings, equipment or pro p-
erty must be reported immediately to BC Housing. Repairs and other maintenance
will be arranged by BC Housing.

12. All activities in the common area, whether sponsored by the Association, BC Housing
or a tenant of BC Housing, shall begin no earlier than 8:00 a.m. and end no later
than 11:00 p.m.

13. The terms of this agreement will apply to everyone who uses the common area
for activities. The Board of Directors of the Association will be responsible to ensure
that everyone is aware of the terms and that the terms are maintained.

14. A designated member of the Board of Directors of the Association shall be
responsible for securing the building and arming the alarm (if applicable) after
all activities.

15. This A g reement shall be in effect from the above date until terminated by either
p a r t y. The A g reement shall be terminated if the Association is not in good
standing with the Registrar of Companies, or does not file required documents
with either the Registrar or BC Housing.

16. Further to the above, this A g reement may also be terminated, in writing, by BC
Housing if the expressed terms and conditions of this A g reement have not
been met. The Association shall be considered in breach of this agreement if it
fails to comply with any applicable law, bylaw, or regulation that effects the use
of the common area. Once served with notice of termination, the Association shall
have 15 days to remedy the default. 

Association President BC Housing

Association Secretary

Name of BC Housing Development
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PET OWNERSHIP TERMS

BRITISH COLUMBIAHOUSING MANAGEMENT COMMISSION

1. In these Terms:

1.1  “BCHMC” means the British Columbia Housing Management Commission
and shall have the same meaning as “Lessor” and “Commission” under
the Tenancy Agreement;

1.2  “Pet” means any domesticated animal which is possessed, harboured,
kept or fed;

1.3  “ P remises” shall mean the premises defined in the Tenancy A g re e m e n t .
For greater certainty the Premises includes any balcony, porch, patio or
fully enclosed garden area which may be adjacent to and accessible fro m
the Premises;

1.4 “ P roperty” means the parcel(s) of land managed by BCHMC upon which
the Premises is located and includes each building located there o n ;

1.5  “Resident” shall have the same meaning as in the Tenancy A g re e m e n t ;

1.6  “ Tenancy A g reement” means any tenancy agreement in effect between
BCHMC and an occupant of any residential building managed by
BCHMC;

1.7  “ Vicious or Dangerous Dog” shall mean any dog with a known pro p e n-
s i t y, tendency or disposition to attack other domestic animals or humans
without provocation, including the dog breeds of Pit Bull Te r r i e r,
American Pit Bull Terrier, Pit Bull, Staffordshire Bull Terrier, American
Staffordshire Terrier, Rottweiler, or any dog of mixed breeding which
includes any of the aforementioned breeds, or any dog trained for dog
fighting;

1.8  “Rodent” means a domesticated gerbil, hamster, rat, mouse or guinea
pig. 

2. These Terms shall form part of every Tenancy A g reement in effect for
P remises located on Property where these Terms have been posted by
BCHMC.

3. Any Resident who keeps a Pet on the Premises or within the Pro p e r t y
shall comply with these Terms.

4. No Resident shall keep a Pet on the Premises or within the Property except
Pets which are specifically permitted by these Terms.

5. A Resident may keep a bird, fish or rodent as a Pet on the Premises.

6. A Resident may keep a dog or cat on the Premises provided the dog or cat
is registered with BCHMC pursuant to these Terms except a Vicious or
Dangerous Dog (as defined in section 1.7).
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7. Pets other than dogs, cats, birds, fish and rodents may be kept on the
Premises if written approval has been given by BCHMC. If approved by
BCHMC, a domesticated rabbit is only allowed for ground floor units and
must be kept in a cage of a minimum size of 2 1/2 by 3 feet. Food source ani-
mals are prohibited. 

8. Pets are permitted on the Premises without registration or approval where
they are participating in a visitation program approved by BCHMC. A Pet
on a visitation program or a Pet of Resident's guest(s) shall comply with these
Terms.

9. Application for registration of dogs and cats or for approval of other Pets,
w h e re re q u i red by these Terms, shall be made to BCHMC on forms pro v i d e d
by BCHMC for that purpose.  Each application shall include a description
s u fficient to identify the Pet, the name, address and telephone number of the
Resident's veterinarian and the name, address and telephone number of a
person who will care for the Pet whenever the Resident is unable to do so.
The application shall be accompanied by proof that the Pet is licensed in accor-
dance with municipal regulations where applicable. In the case of a dog or
cat the application shall also include the Pet's tattoo number (where appli-
cable), details of all inoculations, date on which the Pet was spayed or
n e u t e red, and be accompanied by a certificate of inoculation, a photo of the
Pet and proof that the Pet has been neutered or spayed.

10. BCHMC may refuse to register a Pet if:

1 0 . 1 BCHMC determines that keeping of the Pet by the Resident will pose
a serious threat to the health of other Residents or BCHMC staff
m e m b e r s ;

10.2  The Resident fails to provide all information re q u i red by the application
f o r m .

11. Following registration, BCHMC will provide the Resident with a tag which
must be worn by the dog or cat when on the Property but not within the
Premises.

12. Every Resident who cares for a registered dog or cat shall advise BCHMC
from time to time of any changes to the information provided to BCHMC
with the application for registration. The Resident shall also declare, on the
annual Declaration of Income and Assets, whether a dog or cat occupies the
Premises.

13. No Resident shall keep more than one dog or one cat on the Premises.

14. No Resident shall permit a dog to enter areas of any building above the third
floor level, or permit a cat above the seventh floor level except where the major-
ity of tenants in a building have voted to allow domicile cats on additional
floors.
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15. AResident shall not permit a Pet to enter elevators (except where BCHMC
has designated the elevator for use by Residents accompanied by Pets), laun-
dry rooms, libraries or lounges of any building on the Property.

16. Terms 14 and 15 do not apply to seeing-eye dogs, hearing-ear dogs and other
dogs trained to provide assistance to handicapped persons.

17. Residents shall ensure that dogs are restrained on a leash when on the gro u n d s
or in common areas of any building on the Property.

18. Residents shall not chain or leave dogs or cats unattended anywhere with-
in the Property other than within the Premises.

19. All Pet litter shall be bagged and placed directly in garbage bins and shall
not be placed in garbage chutes or toilets.

20. Residents shall remove all waste deposited by their Pets within the common
areas of the Property.

21. BCHMC shall not be re q u i red to do maintenance work within Premises occu-
pied by a cat or dog unless the Resident is present while the work is done
on these Premises.

22. BCHMC may re q u i re a Resident to remove a Pet from the Premises and Pro p e r t y
or it may terminate a Tenancy Agreement where:

22.1  The Resident is in breach of these Terms;

22.2  The Resident fails to care for the Pet;

22.3  The Pet causes noise which disturbs other Residents;

22.4  The Pet generates obnoxious odours;

22.5  The Pet urinates or defecates anywhere within a building (other than
within the Premises), within any cultivated flower or vegetable gard e n
or within any child's play area;

22.6  The Pet is left unattended on the Pro p e r t y, elsewhere than on the Pre m i s e s .

22.7  The Pet enters areas of the Property where entry by the Pet is prohib-
ited by these Terms;

22.8  The Pet causes a health hazard to other Residents;

22.9  The Pet has bitten, clawed, aggressively pursued or otherwise harmed
any person or other Pets;

22.10 The Resident fails to inform BCHMC of changes to information pro-
vided on initial application for registration of the Pet.

22.11 The Pet is infested with fleas.

23. The Resident shall be liable for any damage done to the Premises, the
g rounds, the common areas of any building on the Property or to other pre m-
ises within a building, or physical harm done to persons caused by a Pet kept
by the Resident or Pet(s) of the Resident's guest(s).
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24. Subject to the requirements of the Residential Tenancy Act, BCHMC shall
be entitled to enter any premises where a Resident keeps a Pet to inspect the
P remises and determine whether the Resident is complying with these
Terms.

25. W h e re these Terms conflict with any municipal bylaw the bylaw shall gov-
ern. Each Resident shall comply with all applicable bylaws.

26. Where a Resident alleges that another Resident has breached these Terms,
the Resident may make a complaint to BCHMC which shall be made on forms
supplied by BCHMC.

I ________________________________ hereby acknowledge receipt of a copy of the
BCHMC Pet Ownership Terms and agree to comply with same.

_______________________________________    ______________________________
Signature Date

_______________________________________    ______________________________
Development Address 

In the event of my death or other emerg e n c y, I appoint ______________________________
as guardian of my Pet.
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