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Contact Information
Call 911 for emergency help
 If there is fire or smoke in your unit or building
 If a crime is taking place
 If someone is seriously ill or injured
 If the carbon monoxide (CO) detector alarm rings

Call 613-938-7717
 if there is no heat, electricity or water in your unit
 if you are locked out during office hours; after office hours contact Hec’s Key
Shop at 613-932-3222
 to report a leak, flood or plugged toilet
 to ask for a repair
 to reach a staff member
 to ask a question, give a compliment or make a complaint
This phone line is open day and night, seven days a week.

Your Client Services contact is: (see attached yellow card)

__________________________________ _________________________________
Telephone
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Your Rights and Responsibilities
This is your home. You can live here as long as you wish, provided you meet your
responsibilities as set out by law in the Residential Tenancies Act.

It is your responsibility to:
 Pay the rent on time every month
 Keep the unit clean
 Report maintenance and repair problems
 Repair or pay for damage you cause:
▪

In the unit or common areas

▪

By accident or on purpose

▪

By you, a member of your household, your pets or anyone you invite into
your unit

 Give 60 days’ notice if you plan to move out of your unit
 Report changes to your household composition

As your landlord we must:
 Supply vital services – hydro, gas and hot and cold water (which is applicable)
 Keep the building in good repair
 Comply with local health, safety and property standards and by-laws
 Provide a receipt for any payment, if you ask for one
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Eviction:
We do not want to evict you. We want to work out problems early so you can keep your
home. Please contact your Client Services Department if you cannot pay your rent, or if
you run into other difficulties.

However, you can be evicted if you:
 Repeatedly pay your rent late
 Misrepresent your household income
 No longer qualify for RGI housing and fail to pay maximum rent
 Make noise or act in a way that seriously interferes with any other tenant or the
landlord
 Keep a pet that injures someone, is an unreasonable nuisance, or causes
another tenant to suffer a serious allergic reaction, and you do not deal with the
problem in the way staff, acting reasonably, ask you to.
 Threaten the safety of another tenant
 Have more people in the unit than local health and safety by-laws or housing
standards allow
 Break the law or run an illegal business anywhere in the unit or on our property
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Welcome
Welcome to Cornwall and Area Housing Corporation. This booklet will give you lots of
information on what to expect while you are living here, what your rights are and what we
expect from you. More detailed information is included in your lease agreement. The
lease agreement is a legal document. You should make sure you are familiar with what
it says.

Cornwall and Area Housing Corporation has many policies that govern how we run our
buildings. If you would like to have information on a particular policy that you do not find
in this handbook, please call your Client Services Worker/Coordinator.

Office Hours
The office is open from 8:30 a.m. to 4:30 p.m., Monday through
Friday.
We have an after-hours service to take emergency calls. To
access services for emergency purposes please call our regular
telephone number 613-938-7717. The after-hours service will
take your information and forward it to the appropriate on-call staff
person.
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What is Cornwall and Area Housing Corporation?

Families

Seniors

Adults

Cornwall and Area Housing Corporation offers quality, safe and affordable housing for
seniors, families and adults. The Corporation owns 720 senior apartments, 32
Affordable Housing units geared to non-seniors and 461 family units in Cornwall and the
Three United Counties of Stormont, Dundas and Glengarry.
We operate on a non-profit basis. This means that rental income, plus the government
subsidy is designed to cover just the cost of our normal operating costs, such as
maintenance, administration, insurance, utilities and mortgages. Since the amount of
annual subsidy that we get from the government is a fixed amount, if we have high
expenses for things like maintenance, we must cover the cost by raising the rents. That
is why it is important for everyone to do their best to look after their unit.

Senior’s Housing
We own four (4) senior buildings in the City of Cornwall as well as two (2) buildings in
Alexandria and individual senior buildings in Winchester, Chesterville, Ingleside,
Morrisburg and Iroquois. There is also an affordable housing building in Ingleside. Each
of the senior buildings has a secure door entry system, an elevator or lift and a lounge
for the use of all residents. Coin operated washers and dryers are also located in each
building. All senior buildings have an on-site Building Attendant for assistance and
peace of mind. Most of the buildings have an active Social Committee and members
that plans activities and events for all its residents.
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Family Communities
We own eight (8) family communities and two (2) family apartment buildings in Cornwall
and one family community in Alexandria. These communities have 2, 3, 4 and 5
bedroom townhouses and 2 bedroom apartments available. All the communities are
close to schools and parks; many are close to shopping and banking.

Affordable Housing Units
We own three (3) senior units geared to individuals who require supportive housing.
These units are located in one of our senior highrise buildings.
We also own one thirty two (32) unit apartment building geared to non-senior individuals.
This project is developed under the Canada-Ontario Affordable Housing Program,
enabling rents to be affordable through capital grants from all three levels of
government: municipal, provincial, and federal. Unit rents are set at below market
levels but are NOT rent-geared-to-income; this means that rents charged are collected
like any other landlord regardless of any changes that may occur in your financial
circumstances. To be eligible to live in this building you must earn less than the
household income limits established by the Province. Verification of your income is also
required.
The building has twenty-nine (29) one bedroom apartments and three (3) one bedroom
modified units geared to individuals with mobility issues. The building has a secure door
entry system and an elevator. Coin operated washers and dryers are located on the
second, third and fourth floors. Heat, water, and a refrigerator and stove are included in
your rent.
There is also a twenty-one (21) unit building, one bedroom apartments located at 43
Dickinson Drive, Ingleside, Ontario. It is also a secure building with an elevator. Coin
operated washers and dryers are located on the first floor of the building. The rent
includes heat, water, refrigerator and stove.
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Important Phone Numbers

Main Office .................................................................................................. 613-938-7717

24-Hour Emergency Maintenance ............................................................... 613-938-7717

Fire, Police, Ambulance ...............................................................................................911

Landlord and Tenant Board ..................................................................... 1-888-332-3234

City of Cornwall – Social Housing Division ........................613-930-2787, Extension 2309

Poison Information ................................................................................... 1-800-268-9017

Ontario Provincial Police ........................................................................ 1-888-3100-1122
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Who Does What
Board of Directors
The Cornwall and Area Housing Corporation is governed by a board of directors with
three (3) City Councillors, two (2) County Representatives and Community Members. All
of the directors volunteer their time to be on the board. The Board approves our policies
and legal contracts.

General Manager
The General Manager is responsible for the administration of all rental properties and
subsidized housing programs under management by the Cornwall and Area Housing
Corporation.

Client Services Worker/Coordinator
They are the liaison between the tenant and the Corporation and are your contact for
lease signing, rent calculations, complaints and problems related to your tenancy.

Client Services Clerk
The Client Services Clerk provides support to the Client Services Worker/Coordinator. If
you are unable to reach your Worker you can contact the assigned Client Services Clerk
who can provide information about your lease and your rent calculations.

Community Relations Worker
The Community Relations Workers works with staff and tenants to resolve issues and/or
to connect tenants with services within the community.

Manager of Capital Works and Maintenance / Maintenance Supervisor
They oversee the day-to-day management of our building(s) to ensure that maintenance
issues are responded to in a timely manner.
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Maintenance Repairperson
Each property has an assigned Maintenance Repairperson who is responsible for
performing the regular day to day cleaning and maintenance at the site. If there is
something within your unit that requires repair please contact the office at 613-938-7717,
Extension 10 and a work order will be issued to the Maintenance Repairperson to
perform the required maintenance.

Building Attendant
If you live in a seniors’ apartment building, you will have a Building Attendant. They are
there to help you out in case of emergency. Speak with your Client Services Worker/
Coordinator for more information about the Building Attendant’s role.
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Your New Home
Moving In

Tenancy Agreement
Before moving in you will be required to sign a lease. The lease outlines your
responsibilities while living in the unit and provides information on our rules and
guidelines for care and use of the unit. Your Client Services Worker/Coordinator will
meet with you to review the terms of the lease agreement and answer any of your
questions.

Smoke Free
Seniors
Effective June 1, 2017, no one may smoke or use cigarettes, cigars or similar products
that generate smoke on our properties including inside our buildings, rental units,
balconies, patios, parking lots and all other areas on our property. The only exception
would be tenants that are grandfathered, who can only smoke on their balcony and in
their unit.
When you vacate the unit, you will be charged for any costs incurred due to smoking
related damage to the unit that is beyond the normal cost of unit repair. Normal wear
and tear to the unit will not be charged back to you.

Families
Effective June 1, 2018, no one may smoke or use cigarettes, cigars or similar products
that generate smoke on our properties including inside our buildings, rental units,
balconies, patios and parking lots and all other areas on our property.
When you vacate the unit, you will be charged for any costs incurred due to smoking
related damage to the unit that is beyond the normal cost of unit repair. Normal wear
and tear to the unit will not be charged back to you.
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Rent-Geared-To-Income
Rent-geared-to-income (RGI) is subsidized rent. A tenant paying rent-geared-to-income
will pay rent equal to 30% of the combined monthly income of everyone living in the
home, plus some utilities and additional charges such as parking. The government sets
the rules for how RGI is calculated. If you are paying rent-geared-to-income, you are not
covered by rent control, your rent will change when your income changes.

Pre-Move In Inspection
After your lease agreement has been signed your Client Services Worker/Coordinator
and/or the assigned Maintenance Repairperson will do an inspection of your new home
with you on the designated key date. Any problems with the unit will be written down on
the inspection report and you can receive a copy of the report to keep for your own
records if requested. An inspection will also take place every year after that, and when
you move out of the unit. This way we can keep track of the condition of the unit.

Booking the Elevator
Tenants moving into one of our senior highrise buildings can book the service elevator
by making arrangements with the on-site Building Attendant and/or Client Services
Worker/Coordinator.

Locks and Keys
Before you move in, we will change the lock on your unit door. You will receive the
key/keys required for access to your unit. If you lose any of these keys, we will charge a
fee for replacement.
Locks can only be changed with the permission of your Client Services Worker/
Coordinator or the Maintenance Supervisor/Manager of Capital Works and Maintenance.
All lock changes will be done by our Maintenance Repairperson or our contractor. A fee
will be charged to cover our staff time and the cost of a new lock.
Leaving a spare key with a trusted neighbour, family member or friend is the best way to
avoid being locked out of your home. If you lose your key during office hours you can
call the office and we will arrange for our Maintenance Repairperson to let you into your
unit. You will be required to show proper identification in order to gain access to the unit.
If you lock yourself out after office hours, you will have to call our locksmith and pay for
the charges.
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You MUST NOT change the lock for your unit and prior to installing any security devices
you must obtain written permission from your Client Services Worker/Coordinator.

Disposing of Your Moving Boxes
Boxes must be broken down and tied in bundles before being placed in the garbage bin
and/or recycle bin.

14

About Paying Your Rent
When to Pay
Please remember that your rent must be paid by the first day of every month. Continued
failure to pay rent on time can result in eviction.

If you cannot pay your rent
We want you to keep your home! If you are having trouble paying your rent,
contact your Client Services Worker/Coordinator right away. If you are in a
crisis, we can arrange a payment plan that will work for you. We can also link
you with services that can help you manage your finances.

How to Pay
Your rent can be paid by personal cheque, money order, pre-authorized payment, debit
card or internet payment. You can also make cash payment at our office. Please do not
mail cash. We also accept post-dated cheques. We will hold your cheques and deposit
them on the first day of each month.
Please make your cheque payable to: Cornwall and Area Housing Corporation and print
your name, address and apartment number on the front.
Please speak to our office staff if you are interested in automatic withdrawal of rent from
your bank account each month.

Where to Pay
You may mail or hand deliver your cheque to our office at 1916 Pitt Street, Unit 11,
Cornwall, Ontario K6J 5H3.
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Landlord and Tenant Board – Information for New Tenants
Included with your lease agreement is an information sheet
from the Landlord and Tenant Board that gives you information
about your rights and responsibilities as a tenant. Please make
sure that you read the information contained in this handout.
The Landlord and Tenant Board make decisions about landlord and tenant disputes.
We cannot terminate your tenancy without getting an order from the Landlord and
Tenant Board. You are entitled to attend a hearing with the Board before a decision to
evict you is made. You can get information from the Board about your rights by calling
1-888-332-3234.

Residential Tenancies Act, 2006 and Housing Services Act, 2011
-

All landlord and tenant disputes are heard by the Landlord and Tenant Board.
Landlords and tenants are responsible for paying the costs of using the Board.

-

Rent is due and payable on or before the 1 st day of each month.

-

Tenants shall obtain, at their own expense, adequate insurance coverage against
damage to the Leased Premises, loss of personal property, and public liability.

-

The landlord can enter your unit, with twenty-four (24) hours written notice between 8
a.m. and 8 p.m.

-

The Residential Tenancies Act, 2006 specifies that a notice to vacate given by a tenant
to the landlord must be given sixty (60) days (2 months) in advance. For example, a
notice given on March 20th would begin on the 1st day of April and end on May 31st.

-

If you leave your belongings behind when you move out of your unit, your landlord does
not have to keep them for very long before getting rid of them.

-

It is now a recognized offence for a landlord or a tenant to harass or threaten each
other.

The Residential Tenancies Act, 2006 and the Housing Services Act, 2011 are available
online at www.e-laws.gov.on.ca or you can call 1-888-332-3234.
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Care of Your Home
As a tenant, you have the responsibility to keep your home in good condition. Part of
this means keeping it clean and uncluttered. This is especially important in a basement
– you must not store anything within 3 feet (1 meter) of the furnace, hot water tank or the
electrical panel as doing so creates a fire hazard and is in violation of various provincial
codes.
In accordance with the Residential Tenancies Act (RTA), the tenant is responsible for
ordinary cleanliness of the rental unit and for repair of undue damage caused by wilful or
negligent conduct as outlined in section 33 and 34 of the RTA.
As a tenant you have the responsibility to keep your home in good condition. Part of this
means keeping it clean and uncluttered. This is especially important in the basement;
you cannot store anything near the furnace, hot water heater or electrical panel. This is
a fire hazard. We have painted lines on your basement floor that tell you where you can
store objects. Please, DO NOT store anything inside those lines.
It is important that your pets do their business outside and that you clean up after them.
If they have an “accident” indoors you must clean it up right away. If the accident was in
the basement, you must remove the waste and scrub the floor with a brush and antibacterial cleaner.
Do not put food down the sink or toilet. Use a screen or food catcher in your kitchen
sink to stop any bits of food from going down the drain. Do not pour oil or fat down the
drain or in the toilet. All of these actions will cause the drains to clog and you will have
to pay for the clean-up. If you spill any water on the kitchen floor or counter, please wipe
it up right away. Leaving water will cause damage to the floor and counter top.
You must have a shower curtain in your bathtub. Make sure the curtain is placed inside
the tub and is drawn when you take a shower. Do not remove the splash guards that
are installed on your bathtub. If water gets on your bathroom floor you must wipe it up
immediately. The floor must be kept dry at all times.
You cannot burn candles or incense or anything else in your closets. You cannot store
your barbecue or propane tanks in your unit.
You may not use extension cords under any circumstances. You may use power bars
that are CSA approved. Please note that often power bars sold in dollar or bargain
stores are not CSA approved.
With your help, we can all work towards keeping your home in good repair.
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Housekeeping/Groundskeeping
It is our responsibility to maintain the buildings and keep them safe and secure. It is
your responsibility to keep the inside of your home clean and safe. Most tenants take
pride in their homes and make an effort to keep hallways, laundry rooms and grounds
clean and tidy too.
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Parking
You must contact your Client Services Worker/Coordinator for
information on available on-site parking spaces. In order to use a
parking spot your car must be licensed, registered and roadworthy.
Unregistered cars will be ticketed and/or towed away at your
expense. Storage of boats, ATV’s, etc. is not permitted on the
Corporation’s property.

Postal Boxes
Postal boxes are located in the lobby of all seniors’
buildings. The Corporation will provide you with your
postal box key.

Some of our family properties have community mail boxes that
are located near or on the property. In order to obtain a key for
your postal box you must contact Canada Post at 1-800-2671177.

Satellite Dishes
If you want to install a satellite dish you must get permission
from your Client Service Worker/Coordinator. Once
approved you will be given instructions as to how and where
the satellite dish can be installed. Improperly installed
satellite dishes will be removed by the corporation and you
will be charged for the cost of removal. Some of the
properties are pre-wired for services with a central satellite
dish. Please refer to your lease.
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Telephone/Cable
Each apartment/townhouse has at least one telephone jack. You must call your local
provider to hook up your own telephone/cable service.

Lobby Door Entry System
All of our seniors’ buildings are security locked buildings. Visitors must buzz your
apartment to gain entry into the building. Please do not let strangers into the building.
Make sure you know the person you are allowing in.
When a service provider such as Bell, Cogeco, etc. connects a service to your
unit, it is your responsibility to ensure that your intercom is working properly
before the technician leaves in order to avoid any tenant charges.

Drapes
Please make sure that your drapes or curtains fall at least three inches above the
electric heat registers.

Decorating
Before you start any decorating, such as painting or wallpapering, you
must get permission from your Client Services Worker/Coordinator. If
you use colours that are not similar to those used by us you will be
charged for repainting/restoring the colours when you move out if you
have not restored to the original colour.
Permanent changes to your unit are not allowed. For example do not
replace floors, remove doors, build separation walls in the basement
area or remove fixtures.
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Booking the Lounge
If you live in one of our buildings that have a lounge it can be booked
for resident parties and special events for the resident only.
1.

Bookings are made with our Community Relations Worker at
extension 26

2.

The Community Relations Worker will confirm if the space is
available on the date and time you have requested.

3.

The resident booking the room assumes responsibility for the
actions of all guests attending the gathering.

Problems or questions concerning the booking process should be
discussed with the Community Relations Worker.

Electrical Alterations
Any installation of ceiling fans or other electrical fixtures must be done by an approved
electrical contractor and inspected when installed, at your expense. Proof of installation
and inspection must be provided to the office.

Air Conditioners
A portable air conditioner unit must be used in all windows unless the window is less
than six (6) feet from the ground or over a balcony. Where electricity is included in the
monthly rent, there is a seasonal fee charged. A memo is sent out in the spring of each
year advising the amount of the fee.
Air conditioners must not be placed in a door window.

Insurance
It is mandatory to obtain and keep in full force and effect fire and property damage and
public liability insurance. A copy of your policy must be provided on an annual basis.
If you receive social assistance, Ontario Works and the Ontario Disability Support
Program can cover the costs of your premiums up to your maximum shelter allowance.
Contact your support worker to find out if you qualify.
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Basements
If you have a basement, please do not use any part of it for sleeping. Most basements do
not have proper fire exits or ventilation, and using the basement as a bedroom is against
a City by-law. Never store flammable materials or propane tanks in the basement.

Yards, Balconies and Porches
You are not allowed to use balconies or porches as storage areas. If you have a
balcony please clear the ice and snow off as water can leak in under the door. Please do
not use a barbecue on your balcony. It creates problems for other tenants and the
burning coals and fumes can be fire and health hazards. Do not put carpet on the
balcony as wet carpets can damage the concrete. Please don’t shake rugs or mats, or
sweep debris over/off your balcony.

Townhouses
The area beyond the front unit door is our property; this includes all common areas such
as parks, parking lots and roadways. The area within the fence divider is your
responsibility and must be kept clear of any garbage or debris and cannot be used as a
storage area. Please do not store toys, pools, etc. on the grassed areas as it damages
the grass and interferes with the lawn maintenance.
All family units are responsible for shovelling and salting the sidewalk from the main
walkway to their unit. All main walkways and parking lots are taken care of by the
Housing Corporation. To assist with efficient snow removal, we ask that you co-operate
by not parking in the any parking areas and remove your vehicle when the signs are
posted. If you have your own driveway you are responsible to clear the snow and salt it.
At any time are fences permitted to be installed permanently or temporarily in the back
or front yards.
No skating rinks are permitted on all Cornwall & Area Housing Corporation properties.

Outdoor taps
Turn off the tap inside and drain the water from the pipe before the winter. If you are not
sure how to do this, please contact our office at 613-938-7717, Extension 10.
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Pools








Pools with a filter system are NOT PERMITTED.
Pools are not to be larger than 8' in diameter and 18" in depth.
Plastic or inflatable pools are for short term use only and are only allowed in the
back yard on the concrete patio area. You must empty the water from the pool
and remove the pool from the back yard patio area every day.
You must supervise your child(ren) and the pool at all times when there is water
in the pool.
The Housing Corporation will not be responsible for any damages caused to your
pool should it be left on the grassed area when we cut and trim the grass.
It will be the tenant’s responsibility to pay for any costs to repair any damage
caused to any grass areas, as a result of the pool.
Pools, barbeques and patio furniture must be kept on the patio in the back
yard.

Pets
You are allowed to have a pet as long as it does not disturb other
tenants. If you have a dog, it must be on a leash when you take it
out of your unit. Do not allow your dog to run free outside, and
remember to “stoop-and-scoop” after your pet. It is important that
your pets do their business outside and that you clean up after
them right away. If the accident happens in the basement then
you must remove the waste and scrub the floor with a brush and
an antibacterial cleaner.
All pets must be licensed in accordance with the local Animal Control by-law. All pets
must be on a short leash not to exceed 6 feet in length while on our property.
You can be evicted for allowing your pet to cause damage or disturbances, etc.
If you tie your dog outside, it must be on your back patio and the dog must not be able to
go off the patio area.
You are responsible to make sure your pets are treated for fleas on a regular basis.
There are also City by-laws controlling the number of pets you can keep. We also
recommend you have your pet spayed or neutered. For more information please read
our Pet Policy and Leash Policy which are attached to your lease.
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Clothes Lines
Clothes lines or umbrella-type clothes lines are allowed on our property but you must
contact your Client Services Worker/Coordinator with a request to have the clothes line
properly installed. Tenants living in apartments may purchase portable clothes drying
racks that can be kept on their balcony. You may already have clothes lines running
from the building to the fence. If you would like another line, please call us and we will
install one for you.
You must not string a line across the patio from divider to divider. This is not safe and
we will take it down.

Gazebos
All types of gazebos are not allowed to be installed on our property or on the patio area
of your rental unit. This also includes any types of temporary shelters and sheds.

Laundry Rooms
Our apartment buildings have laundry rooms with coin operated washers and dryers.
Hours and rates are posted in the laundry room. To prevent machines from breaking
down do not overload them. This equipment is for tenants use only.
If you see a broken washer or dryer please call our office at 613-938-7717, Extension 10
or contact the on-site Building Attendant to report the problem.

Fire Safety
Do not store flammable materials or liquids such as gasoline, propane, paint thinner or
solvents in your home. Recycle your old newspapers; they become a fire hazard if you
let them accumulate.
The most common causes of fire are:
1. smoking in bed

2. grease fires on a stove
3. disposal of lighted cigarette ashes in the garbage
24

If you live in a senior or highrise building make sure you know the fire safety plan in your
building. The fire safety plan tells you what to do if there is a fire. The plan is located in
the lobby area. Make sure you know where the fire alarms are in the hallways. If you
hear the fire alarm, follow your safety plan immediately. Never assume it is a false
alarm.

DO NOT burn candles or incense in your closets.
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Exiting the Building in an Emergency
In our highrise buildings, when the fire alarm system is activated, the elevators return to
the ground floor and stop working. You will need to use the stairwell to get out of the
building.
Make sure everyone living in your unit knows the rules for leaving the building.
If you encounter smoke – keep low to the ground. If the fire is in your unit – leave your
unit taking everyone with you. Pull the fire alarm and yell “fire” as you leave the building
or your unit. Call the fire department when you are safe.

If you need assistance to leave the building
In our Senior buildings we provide information to fire fighters about who in the building
needs assistance to exit because of mobility problems and who might have a medical
condition which could increase their need for assistance, for example use of oxygen. If
you think you fall into this category, please make sure you let your Client Services
Worker/Coordinator know.
If you are in your apartment and there is smoke in the corridor or your door is hot, Do
Not Open Your Door. Leave your door unlocked and signal for help by waving a towel
out the window.

You can slow down the infiltration of smoke into your unit this way:





soak towels or a bed sheet in the bathtub;
cover the whole door and the doorframe with the wet sheet. The sheet will adhere
to the door;
place the wet towel across the bottom of the door;
you could also use duct tape to seal the space around the door of your unit.
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In case of fire, call 911 immediately.
Smoke and Carbon Monoxide Detectors
Your home has smoke detectors and/or carbon monoxide detectors
on each level of your home. It is illegal to disconnect them or
remove the battery. An annual inspection will be done on each
smoke detector and batteries will be replaced at that time. If you
have problems with your smoke detector, please call our office.

We would like to remind all our residents that the smoke detectors in your homes have
been installed for the safety of you and your family and the law requires that they are in
working order at all times. You may not disconnect your smoke detectors for any
reason. Should our staff find any smoke detectors that have been tampered with, they
will contact the local Fire Department to investigate. The Fire Department has the
authority to lay charges against the individual responsible for tampering with the smoke
detector. If you are having problems with any of your smoke detectors, please contact
our Maintenance Department at 938-7717 immediately.

Fire Alarm Testing
In highrise buildings testing of the fire alarm system and the emergency lights throughout
the building happens once a month and takes about an hour. The date and time is
posted in the lobby area.

Electrical Cords, Etc.
Extension cords are meant for temporary use and must not be used on a permanent
basis. You must use a CSA approved power bar. Do not run cords under carpets,
through doors, walls or ceilings.
Be cautious when purchasing plug-in deodorizers. Many are not CSA approved and
those made by a company named Chuan have been known to start a fire. Be aware
that plug-in room fresheners and power bars sold at bargain stores are not usually safe
to use.
DO NOT store anything in front of the electrical panel.
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Electric Scooters, Wheelchairs, Baby Carriages, Etc.
Electric scooters, wheelchairs, baby carriages, etc., must not be left unattended in any
public hallway, lounge or laundry room within the building complex. They must be kept
in your apartment and must not be left in an area that will block the path that would be
needed to exit your apartment in the event of an emergency or for fire or paramedics to
have access in your unit.
Your cooperation in this safety issue would be greatly appreciated.
Should you have any questions, please contact your Client Services Worker / Client
Services Coordinator.

Annual Inspections
We inspect all our units each year. Any items that require repair will be forwarded to the
maintenance department. A 24-hour notice of entry will be issued and if access to the
unit is not provided for any reason, such as unconfined pets, refusal etc., you will be
charged an amount of $50.00.
Property inspections are also conducted to ensure that there are no safety concerns or
lease violations.

Security
These hints will help you keep your home secure:
1.

2.
3.

Lock your doors and windows when you are out. A good lock
for a sliding door or window is a broom handle or other piece
of wood fitted into the bottom rail.
Attach a lamp to a timer to go on when you are out in the
evenings.
Tell the post office and newspaper carrier if you are going to
be away, or arrange for a neighbour or friend to pick up your
mail and flyers.
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If you see anyone damaging our property, you should phone the police right away and
then call our office at 613-938-7717. If the call is being placed after office hours, our oncall service will take your information and forward it to the on-call manager. Often
vandals cause damage to elevators, stairwells and hallways that are expensive to repair.
Increased costs often mean increased rents.
Please remember that children must not play in hallways, laundry rooms or elevators. If
your children keep bikes in the apartment, please make sure they do not ride them in the
hallways. Scratches are costly to repair and skid marks cannot be removed. You are
legally responsible for any damage caused by your children.

Repairs
For all maintenance requests please call our office at 613938-7717, Extension 10. A work order will be issued and the
Maintenance Repairperson will contact you to perform the
required repairs.
There is no charge for repair due to normal wear and tear.
However, any damage you, your visitors, your children, or
your pets cause will be charged to you.
The Client Services Worker/Coordinator is responsible for preparing and authorizing the
charge for any repair of damage. If you have any questions about a charged repair, you
should discuss it with them. A Tenant Service Charge Price List is attached to your
lease agreement.

Emergency Maintenance
After working hours and on weekends, you can call our office at 613-938-7717 for
emergency repairs. Our answering service will take your call and forward it to our on-call
manager.
Call this number only in a serious emergency only, such as flood, power failure to the
whole unit, elevator breakdown, someone trapped in an elevator, no heat, or when
someone’s safety is at immediate risk.
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Notice of Entry
When necessary, we will give you at least 24 hours’ notice to advise you that we are
coming to do repairs or an inspection of your home, unless it is an emergency situation.
All repairs will be done between 7:00 a.m. and 4:00 p.m. unless there is an after hours
emergency. Under the Residential Tenancies Act you must allow staff into your unit to
perform the required repairs.

Heating
Family Units
Your home is heated with a natural gas furnace that is located in the basement. It will
have a clean filter when you move in and you will be given instructions on how to change
it. It will be your responsibility to change the filter every 1-2 months. They can be
purchased at Wal-Mart and most hardware stores.
It is important to keep an area of 1 meter around your furnace free of debris and any
objects.

Furnaces – No Heat?
Check the following before calling:

Is the thermostat working

Check the set temperature and the actual temperature in unit

Is the furnace switch turned on

Check the furnace filter that it is not blocked with debris

Check the outdoor vents to see if it is clear of snow and debris

Do not store anything near the furnace.

Hot Water Tanks
If the hot water tank is a rental it is not the property of Cornwall & Area Housing
Corporation, please contact your hot water tank provider for service if it is not working.
Do not store anything near the hot water tank.
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Maintenance Concerns
Bathrooms
Please do not use rough cleansers like Old Dutch, or Comet, on bathtubs, sinks and
toilets. They scratch the surface and make them harder to keep clean. A good liquid or
paste cleanser will prevent mildew from forming on tiles and porcelain.
You must have a shower curtain in the bathroom. You must make sure that the shower
curtain is drawn and inside the tub when you take a shower. Do not remove the splash
guards that are installed on your bath tub. If water gets on the bathroom floor, you must
wipe it up immediately. If there is any damage to the floor that is caused by neglect, you
will be charged for the repairs.

Light Bulbs
Supplying and changing light bulbs in your unit is your responsibility. However, if you
have a physical disability that prevents you from changing the bulbs and cannot find a
friend or relative to do this for you, please contact the office when you need assistance.

Appliances
Regular cleaning and defrosting will keep your refrigerator in good shape and save
energy. When cleaning the smooth surfaces of your appliances, use a mild soapy
solution. A paste made of baking soda and water is good for cleaning off grease and
dirt. Do not use rough cleansers because these will damage the surface of the
appliance. Use a commercial oven cleaner for your oven.

Sinks
Please do not pour grease or oil down the sink or in the toilet. It coats the inside of the
pipe and eventually plugs it up completely. Do not put food down the sink or toilet. Use
a screen or food catcher in your kitchen to stop any bits of food from going down the
drain. If your drain or toilet becomes blocked for the above reasons you will have to pay
for the clean-up.
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Bathroom Exhaust Fans
Please turn the bathroom exhaust fan on when you shower. The moisture from the
shower can cause mildew and damage to the drywall if it is not vented.

Taking out the Garbage
If you live in one of our senior buildings there are garbage chutes
that you can use to put your garbage down. Make sure the
garbage you put in the garbage chutes is in bags small enough so
they will not block the chute. Make sure garbage bags are tied
securely. Push the bag down the chute. Large items must be
brought to the main floor garbage room. Please don’t put kitty
litter down the chute. Sometimes the bag breaks from the weight
of the kitty litter and makes clean-up of the bin a very nasty job.
Try not to use the chutes late at night or in the early morning
when your neighbours are sleeping. Also be careful taking
garbage down the hallways so that liquids do not drip on the floor.
Some of the family units have garbage dumpsters available on site. Please make sure
that all garbage is placed in the dumpster. Other family sites must place their garbage
and recycling at the curb. Please check the City of Cornwall website for further
information such as bag limits, collection day, etc.

Sharp Objects
Please don’t drop bottles, broken glass, needles or aerosol cans down the garbage
chute. These can all be dangerous to our cleaning staff.
Please do not leave trash on the ground beside the garbage bins/chutes or in hallways.
This is one of the most common complaints made by other tenants and it also creates a
safety hazard for other tenants and staff.
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Recycling is available in your
community!
Things that can be recycled are:







Clear and coloured food and drink bottles, jars and
containers
Aluminum and steel food and beverage bottles and containers, foil and plates
EMPTY aerosol cans and dry empty paint cans (recycle lids separately)
Plastic bottles (labelled 1, 2 and 5), jugs, tubs, lids and rigid packaging and
containers from food, beverage and household products i.e.: shampoo, yogurt,
margarine, ice cream, clear shells, trays and BBQ chicken containers (#1 through #7)
Paper cups, newspaper, bills, flyers, envelopes, newsprint, magazines, boxboard,
paperback books, egg cartons, phone books, rolls, brochures and polycoat
containers i.e.: milk and juice cartons, Tetra Pak and frozen juice containers
Cardboard is to be keep separately

Things that cannot be recycled are:





Dishes, porcelain and ceramics, window panes, light bulbs or mirrors
Aluminum foil with food scraps, laminated foil, takeout food lids, candy and cigarette
wrapping, metalized chip bags, scrap metal, small appliances, full and partially full
aerosols should be treated as hazardous
Styrofoam cups or packaging film, plastic bags, laminated packaging, toys, hoses,
durable plastic products, seed trays, plant and garden packaging (please return to
local nursery)
Tissue, paper towels, napkins, waxed, laminated, lined and metallic paper,
contaminated paper and the hard cover on books (please remove).

You will find the recycling bins near the garbage dumpsters. Please take the time to
separate your garbage.
For further information contact Waste Management Services, City of Cornwall, 613-9371777.
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Pests
If you see cockroaches, bed bugs or other pests, such as mice,
please call our office immediately. Keeping your home clean
will help keep pests away.
To control mice and rats, keep garbage and food in tightly
closed hard containers.
Bedbugs are becoming a problem in many cities and are hard
to get rid of. Check your beds and furniture regularly and
contact our office immediately to arrange to have your unit sprayed if you find bedbugs.
If treatment is needed, follow the instructions provided by the pest control contractor
otherwise the treatment will not work.
If pest problems continue because of tenant neglect, the tenant will be charged for the
cost of spraying the unit.

Some Facts about Cockroaches
General Facts:
Cockroaches in Canada frequently enter heated structures to escape the colder
weather. The German cockroach is the species most often found throughout Canada
and the rest of North America. Other structure infesting cockroach species commonly
encountered in Canada include the American cockroach, oriental cockroach, brownbanded cockroach and wood cockroaches.
Appearance/Identification:





Adult roaches measure between 1 and 5cm in length.
Range in colour from black to reddish brown.
Most species of cockroaches in Canada have wings but are not capable of
sustained, powered flight.
The body is flattened back to front and oval shaped and, as a result, they are
perfectly equipped for hiding in small cracks or crevices.

Habitat:



Cockroaches are highly adaptable and can live wherever enough food, moisture
and heat exist to support them.
Basements, bathrooms, greenhouses, kitchens and rooms containing sewer
pipes or plumbing make ideal habitats for cockroaches.
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With origins in the tropics, these insects prefer to reside in spaces offering high
levels of warmth and humidity.
Cockroaches also demonstrate nocturnal tendencies by hiding during the day
and becoming active at night.
The six legged creatures flee rapidly when exposed and move easily from one
room to another.

Diet:
What do roaches eat?






As omnivorous scavengers, cockroaches look for food in a variety of sources.
Outdoors: feed on dead or decaying plant materials and other organic matter.
Indoors: feed on virtually anything, including glue, leather and fabric, soap,
toothpaste and common pantry items.
Starchy or sugary substances tend to attract cockroaches.
These resilient insects can survive for weeks without food or water.
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Reporting Changes to Your Income or Household
The government of Ontario sets the regulations for RGI subsidies. To continue to be
eligible for a subsidy, you must report changes in your household composition
(persons living in your unit) to your Client Services Worker/Coordinator or Client
Services Clerk within 30 days that the change occurs.


report changes to your household right away – such as a new baby, a short-term
or long-term guest, death, marriage (including common-law), separation or
divorce, or when your children move out.

If an RGI family fails to report the changes within the designated time period, they will
lose their eligibility for rent-geared-to-income. This means that you will have to begin
paying the maximum rent for the unit.

Annual Update
We do a review of your income and household size each year. You will receive an
annual update package five months prior to your anniversary date. We will ask you to
provide updated proof of income and a list of who is living with you at that time in the
unit. These changes can affect your rent as well as the size of unit your household is
eligible for. Before you can move anyone into your unit, they must apply and be
approved through the Central Registry.
If you do no return the forms you will lose your right to receive a rent subsidy and will be
required to pay the maximum rent for the unit.
If you have any questions about how your rent is calculated or what proof of income is
required, call your Client Services Worker/Coordinator or the Client Services Clerk.

Maximum Rent
Maximum rents are changed once a year. Since we are a non-profit corporation and the
amount of government money we receive is fixed, cost increases are often covered by
increased rents. This is why it is important for tenants be concerned about reducing
energy consumption, reporting damage to the property and maintenance requests
promptly, and anything else that helps keep costs down.
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Loss of Subsidy
Definition:

A subsidy is the difference between the amount of rent the tenant has to pay (rent-gearedto-income) and the maximum amount of rent for the unit that they live in.
Loss of subsidy means that you have lost the right to rent-geared-to-income for your rental
unit and you will be required to pay the maximum rent for the unit.
If you provide all the required documentation to CAHC within twenty-four (24) months of the
date of losing your subsidy, your rent subsidy could be reinstated at our office.
If you do not submit the required documentation to CAHC after twenty-four (24) months of
the date of your loss of your subsidy, you must reapply at the Housing Access Centre.
Once your name is at the top of the wait list, your subsidy could be reinstated.

O. Reg 367/11
Section 38 (1) (2) (3)
Section 42 (1) (2)
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Utilities
In family units, you are responsible for paying for the cost of utilities directly to the utility
companies. You must make sure that the utilities remain in your name as failure to do
so could result in eviction. Because you pay your own utilities, we subtract an allowance
from your rent.

Equal Billing
If your income is fixed or you have a tight budget each month, you should
consider the Utility Company’s Equal Payment Plan. The Equal Payment
Plan has several advantages:


you know what your bill will be each month so there are no
surprises;



you can budget for this amount each month;



if you do not use more power than you did last year, you will have a lower
payment in the twelfth month

Reducing Utility Bills
Energy Saving Tips


lower your thermostat to 16º C at night and when you are not at
home



use a microwave oven, toaster oven or slow cooker to cook small
portions



remember it takes only 10 minutes for your stove oven to reach 350º F



keep seals around refrigerator, microwave and freezer doors clean and in good
repair



consider switching to energy efficient fluorescent bulbs



turn off all lights when they are not needed



take showers instead of baths



use an electric kettle or coffee maker instead of a stove-top appliance



ensure the heating units in your apartment are clean and that there is nothing in
front of them
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wash your clothes in warm or cold water and rinse in cold; wait until you have a
full load or use the small loads setting (if available) on the washing machine



keep windows closed in the winter, both the inside and outside storm windows.



report any broken windows



if the refrigerator in your unit is a manual defrost appliance, defrost your
refrigerator on a regular basis and keep it at a medium or low setting.



report dripping taps

If you have condensation problems (water running down your window on cold days):


vent moisture out of your home using the bathroom or kitchen fan;



keep the window open a crack



buy a dehumidifier



make sure to vent the bathroom with the fan when you shower



do not place blankets or heavy coverings on windows

If the problem is uncontrollable, please contact the Maintenance Department.

Tenant Tip Sheet on Mould
It is our goal to maintain the highest quality living environment for our Tenants. To help
achieve this goal, it is important to work together to minimize the potential for conditions that
could lead to the growth of naturally occurring mould.
Tenants can help minimize mould growth in their unit by taking the following actions:







Open windows. Proper ventilation is essential. If it is not possible to open
windows, run the fan on the air-handling unit to circulate fresh air throughout your
unit (if available).
In damp or rainy weather conditions, keep windows and doors closed.
If possible, maintain a reasonable room temperature within your unit at all times.
Clean and dust your unit on a regular basis as required by your lease. Regular
vacuuming, mopping, and use of environmentally safe household cleaners is
important to remove household dirt and debris that contribute to mould growth.
Periodically clean and dry the walls and floors around the sink, bathtub, shower,
toilets, windows and patio doors using a common household disinfecting cleaner.
On a regular basis, wipe down and dry areas where moisture sometimes
accumulates, like countertops, windows and window sills.
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Use the pre-installed bathroom fan or alternative ventilation when bathing or
showering and allow the fan to run until all excess moisture has vented from the
bathroom or for a minimum of 10 minutes after.
Use the exhaust fan in your kitchen when cooking or while the dishwasher is
running and allow the fan to run until all excess moisture has vented from the
kitchen.
Use care when watering houseplants. If spills occur, dry up excess water
immediately.
Ensure that your clothes dryer vent is operating properly, and clean the lint screen
after every use and ensure that the pipe to the exterior is connected.
When washing clothes in warm or hot water, watch to make sure condensation
does not build up within the washer and dryer area; if condensation does
accumulate, dry with a fan or towel.
Thoroughly dry any spills or pet urine on carpeting.
Do not overfill closets or storage areas. Ventilation is important in these spaces.
Do not allow damp or moist stacks of clothes or other cloth materials to lie in piles
for an extended period of time.
Immediately report any evidence of a water leak or excessive moisture in your
unit, storage room, garage, or any common area to the main office.
Immediately report any evidence of mould growth that cannot be removed by
simply applying a common household cleaner and wiping the area to the main
office. Also report any area of mould that reappears despite regular cleaning.
Immediately report any failure or malfunction with your heating, ventilation, airconditioning system, or laundry system to the main office. As your lease
provides, do not block or cover any of the heating, ventilation or air-conditioning
ducts in your apartment.
Immediately report any inoperable windows or doors to the main office.
Immediately report any musty odors that you notice in your apartment to the main
office.
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If you have a Complaint
All complaints must be sent to us in writing. This includes complaints about other
tenants or staff. If you have a complaint about a repair that has been done in your
home, please put the complaint in writing and forward it to our office. All written
complaints will be followed up.

Privacy – Noise Transmission
Residents are reminded to respect their neighbours’ right
to privacy and enjoyment of their homes by keeping noise
at a low level. Excessive noise is against the terms of your
lease agreement.
If you are faced with what you feel is an unreasonable
noise situation, discuss the matter with your Client Service Worker/Coordinator. Keep a
written record of the time and nature of the disturbances. Continued problems should
be directed to the attention of the Client Service Worker/Coordinator in writing. This will
result in action to remedy the problem. Excessive noise is a cause for eviction; if there
have been repeated offences.

Conflicts
If you are involved in a conflict with another tenant, try to resolve the issue with them
before seeking assistance. If you are unable to resolve an issue as it relates to your
tenancy, contact your Client Service Worker/Coordinator in writing. All written
complaints must be dated and signed and state facts (who, what, when, where) rather
than personal judgments, opinions or conclusions.
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Asset Limits
Current tenants must, within thirty (30) calendar days, advise the Corporation of the
acquisition of assets that exceed the asset limit. Please ask your Client Services
Worker/Coordinator what the current asset limit is. Once notified, the Client Services
Worker/Coordinator will review the assets to determine if the tenant remains eligible for
RGI assistance or if they are required to pay the maximum rent.

Overhoused
If you are occupying a unit that is larger than you require, you will be considered
overhoused. You will be added to the internal wait list of the four property selections
that you have chosen. If you refuse the first offer you will no longer be entitled to the
rent subsidy and will be required to pay the maximum rent.

Absence from Unit
In order to continue to qualify for rent-geared-to-income assistance, all members cannot
be absent from the unit for more than ninety (90) consecutive days or ninety (90) days in
total within a twelve (12) month period.

Transfers
If you are making a request to move to another Social Housing location and/or unit, keep
in mind that you will be placed on a waiting list according to our internal transfer policy if
approved.
Tenants living in an abusive situation can ask for special priority to transfer.

When you request a transfer you must:


have lived in your current unit for a period of 12 months



not be behind with your rent or owe Cornwall and Area Housing Corporation any
money at the time you are offered a unit



be granted special priority status with the Housing Access Centre
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Guest Policy
One requirement under the Social Housing Reform Act, 2000 (SHRA) is that all social
housing providers have a policy on short-term occupants of an RGI unit.
Visitors are persons who visit a tenant, but whose principal address is outside of a
Cornwall and Area Housing Corporation unit. Any tenant may invite guests into their unit
for up to a two weeks’ stay without asking our permission.
Guests are persons who do not have another address, but are staying with a tenant for
a limited time while seeking a home. Their income is not included in the calculation of
rent-geared-to-income. If a tenant wishes a guest to stay for longer than thirty (30) days
in a 12 month period, they must write to their Client Services Worker/Coordinator, stating
the length of time the guest would like to stay. The Client Services Worker/Coordinator
may agree to the stay and will confirm, in writing, the length of the stay permitted. They
may also refuse the request if it appears the guest does not intend, or has no prospect
of moving at the end of the agreed to term, or staff and tenants have complained about
the guest’s behaviour, and those complaints have been found valid.
Please make sure that you read and understand our Guest Policy which is attached to
your lease. If you have questions about our Guest Policy please contact your Client
Services Worker/Coordinator. Failure to abide by the terms of the Guest Policy may
result in a loss of eligibility for RGI rent.
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Non-Profit Housing and the Residential Tenancies Act
Subletting and Assigning Your Unit
Your lease agreement does not permit you to sublet or assign your unit
to anyone else, even for a short period of time.

Abandonment of Property
If you move out and leave some of your property behind, we have the right to dispose of
that property, in accordance with the Residential Tenancies Act.

Eviction
Under the Residential Tenancies Act, 2006 you can be evicted if you:

do not pay your rent

frequently pay the rent late

cause serious damage to your unit or the building

make noise or act in a way that seriously interferes with any other tenant or the
landlord

have more people living in the unit than health, safety or housing standards allow

threaten the safety of another tenant

break the law anywhere in the building or on our property

misrepresent your income or household composition (number of people living in
the unit) if you are paying rent-geared-to-income

Right to make Applications against Cornwall and Area Housing
Corporation
Under the Residential Tenancies Act, 2006 a tenant can make applications against the
landlord for problems such as:
 inadequate maintenance
 illegal charges
 harassment
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The Human Rights Code
The Human Rights Code says that landlords, people working for landlords, and fellow
tenants cannot harass the residents or staff of a building. This is the law. Harassment
can be based on race, ancestry, place of origin, ethnic origin, colour, citizenship,
religious beliefs, political beliefs, sex, sexual orientation, age, marital status, family
status, physical and mental disability, or the receipt of social assistance.
Harassment means repeated actions or words that embarrass or humiliate a person.
This includes insults, name-calling, racial graffiti, sexual remarks, etc. Grabbing, pushing
or hitting are forms of assault, and only need to happen once for legal action to be
taken.

Social Housing Reform Act, 2000
The Social Housing Reform Act (SHRA) has many rules for tenants paying geared-toincome rent (RGI).
There are rules on applying for and being eligible for RGI housing and rules for
calculating the RGI rent. Please speak to your Client Services Worker/Coordinator if
you have questions about these rules.

Occupancy Standards
There are rules about the size of unit you qualify for if you receive a rent subsidy. Some
households may be required to move to a smaller unit if the household gets smaller.

Review of Decision
The SHRA requires housing providers to inform tenants that they have a right to a
review of any RGI rent decision or unit transfer decision that affects them. Persons
other than the original decision makers must conduct this review. To obtain a review, an
application must be made in writing and it must be done within the specific timelines.
See the office staff for details on this policy.
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Privacy, Confidentiality and Freedom of Information
The SHRA imposes many controls on the collection, use, storage and disposition of any
personal information on applicants or tenants of non-profit housing. For example, only
necessary information can be collected; and no personal information can be shared with
anyone, without permission, unless it is necessary for law enforcement proceedings, or
on compelling health (to facilitate health or safety) or compassionate grounds (to contact
next of kin or a friend of a tenant who is injured, ill or deceased).
We must safeguard all personal information in the files and must shred it when
disposing of it.
You have the right to see all personal information in your file and you have the right to
request a correction of any errors or to have additional clarifying information added to
your file.
We have a Confidentiality Policy that defines “personal information” and describes how
we collect, protect, use and dispose of this information. Staff and volunteers with access
to personal information must sign a Confidentiality Agreement that commits them to the
proper use of any such information.
A copy of this policy is available at the office.
The Cornwall and Area Housing Corporation Privacy Officer is the General
Manager who can be contacted at 613-938-7717, Extension 20.
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Our Policy on Harassment
If you are harassed by staff or by other tenants, you should do something about it. First,
if possible, you should tell the offender to stop. If you cannot confront the person who is
harassing you, report the harassment to your Client Service Worker/Coordinator or to
the office. Do so in writing and keep a copy for yourself. Write down every incident,
including the place, date and time the harassment took place, and details of the
harassment.
When we receive a harassment complaint, we will make every effort to correct it. You
also have the option of taking your complaint to the Human Rights Commission or a
lawyer at any time.

Domestic Violence
Domestic violence and abuse are criminal offences. If you witness
abuse, if you think a neighbour is being abused, or if you are being
abused yourself, call the police. If you are being abused in your
home and you are paying rent geared to income, you will be given
priority for a transfer to another unit and/or location once approved
by The Housing Access Centre. You can also get information and
assistance by contacting Baldwin House at 613-938-2958.

Our Drug Free Housing Strategy
We are committed to creating and maintaining a high quality of life within our buildings.
This means taking a hard stand against drug use and drug trafficking. We work closely
with the police to keep drug use and trafficking out of our buildings.
Neither we nor the police can control illegal drug activity without your help. You can
assist in the campaign against the illegal drug trade by reporting any information
concerning drugs by calling Crime Stoppers at 1-800-222-8477. When calling this
service, you do not need to identify yourself and the confidentiality of any information you
supply is guaranteed. Residents found directly involved in illegal drug activity, or
permitting illegal activity to occur in their homes, will face immediate eviction proceedings.
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Our Code of Conduct
We have a code of conduct for staff to help ensure high standards of service and
conduct. Staff may not:


accept tips, money, or gifts from tenants



sell items or services to tenants



buy or take property or personal belongings from tenants, their families, or their
estates; nor use it for personal gain



accept gifts or other items from tenants in return for service



accept payment for service during or after work hours



borrow money or anything else from tenants



witness a will, oath, or affidavit for a tenant, or act as the executor of a tenant’s
will



be on the job in an unfit condition due to using alcohol or drugs



abuse tenants, staff members, service agency representatives or anyone else in
the work place, either verbally or physically



Discriminate against or harass tenants in any form
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When You Decide to Move Out

60 days’ Notice
When you decide to move out, you must give at least sixty (60) days’ notice. Notice
starts on the 1st day of the following month after your notice is received (i.e. you give
notice of termination on November 15th – the 60 day notice would start on December 1st
– your last day of tenancy would be January 31st)

Notice in Writing
To give notice, you must use Form N9, Tenant’s Notice To Terminate
the Tenancy.

Unit Inspection
After you give notice, your Client Service Worker/Coordinator and/or maintenance staff
will inspect your unit. You may have to pay for damages that are caused by neglect of
the unit or for unapproved changes made to the unit, (for example, painting required to
covered dark coloured paint, wallpaper removal, cleaning of an extremely dirty unit).

Elevator
If you live in one of our highrise apartment buildings you will need to make arrangements
with our Building Attendant to book the elevator for the day you are moving.

Keys
Please return all keys to our office at 1916 Pitt Street, Unit 11 by the end of the month in
which you are moving.

Exit Survey
When you give your notice to vacate, we will ask you to complete the exit survey on the
N9 form which provides information on the reason for moving.
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